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Th S.project was undertaken by the'Depa ent of Business and Career

Education, School of Education Boston University pursuant to a contract

with- the Office of Professional Development .Division of Occupational

Education Mass. Dept of Education . It was funded through Federal Law 90 76,

as amended by P.L. 92-318.

The initial development 0 this proje

by the Division of Occupational Education to exsine its approval (certifi-

cation) procedures and requiremel vocational occupational 'and career

educators in ght of emerging.trends in teacher education and profestiona/

developme throughout the United States Specifically, the applicability

,
of comp tency-based occupational teacher education to Massachusetts was to

be addr

.This eport Completes-Phase I 0± this project and serves as-an interim

.report in this comprehons ve effort. As such the report describes the

rationale for this study as well a. for competency-based teacher. education'

. thodologY is described whereby synthesized competency lists for the

preparation o vocational and c eer educ tion personnel at various levels

-developed. The synthesized Iits th

and. recommendations are included as well.

elves are presented. Findings

The extensive appendixes include all origina

studies used in this project so that the use

as a comprehensive compilation of research in his field.



The reader should note hat the synthesized lists in this document

have not yet been validated Although some 'content and concurrent yali-

dity may begiven-them.since they have been developed from prior research,

the actual validation of these lists is currently-being conducted and

will be reported'in Phise II othis project, along withother aspects

of this study,
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PTER'ONE

INTRODUCTION-

HIS CRICAL OV6VIEW AND RATIONALE

The Office of Professional Development within the Division of Occupational

Educat on, WWssachusetts State,Department of Education, was first established in
ti

1971 under the auspices of former Associate Commissioner Charles H. Ruzzel. The

2

purpose of 'this- Office wai to coordinate the approval of Occupational Educa

instructors throughouz the Commonwealth, as well as tO administgr the funds

awarded to the State 'through the Education Professions Development Act (P.L. 90-35).

Prior to the eStablishment of this Office, the specific; supervisor for each oc-

ion

cupat'enal area separately and individually approved instructors for his/her

respective fields. The need for centralization of this fun tion, as well as

:standardization of information 7concerning the approvaL process and criteria

O.
for approyalabecame Flea- as the number bf vocrtiOnal instrudtort.greatly

- - -

in-

creased due: to the expansion ofregional vocatonai technical schools throUghout

he Commonwealth of MaSsachusetts.

In 1974,-a-study was conducted-by ,Mr. John P. Morine Chief Officer he

Cooke, Jr. who served as the

entitled Professional Develo'mcnt Plannin

Office of Professional Development, and Mr. Lot H.

ojoct director. This study was

Study (Morine, 1974) and had'as its major focus

ment of a centralized, computerized system for

the organization and establish-

cord keeping of occupational

.education personnel for all those approved instructional and administrative cate-

gories identified through Massachusetts State Law dentified as Chapter 74.-.



second purpose 6 his study was to obtain and make available accurate and

up-to-date infcxmation for individual school districts determine occupational

education manpower,supply,and de and throdghout the State on a COntinuing baSis,

and provide more consistent and efficient service to individuals entering teacher.

-

training programs. This comprehenSive study was successfully completed and the

data for individuals.contained within the files was subsequently- computerized..

Since that time, the Office of Professional Development (OPD) has provided

clear, consistent, and accuratedata regarding occupatiOnartendher personnel..
-1

HoAever,. the-number of individuals applying for approval and the process ng of

forms related to the various-approVal factors technicaland,pedagogical examin

ations iuld-profeSsional development prograes-during the past years has-cOntinued
\

to increase. This increased volume of requests places furtheridemAnds on the

.
OPD Jstaff for the initial manual processing of ApplicatiOnsdeSigning, admini-.

stering, and evaluating technical and pedagogical exaMinations; and coordinating
,

-

professional development activities at.various levels with teacher training in

stitutions throughout the Commonwealth that offer the programs required for full

approval SimultaneoUsly the continued aVelopment and support of projects

funded.ihrough EPQA awards must be maintained. lAt'this point in time, the staff

,of the OPD cannot copewith the-magnitud- of fUnctions that it-is asked to per-

form. .This is not a reflection upon the efforts of the personnel in this Office,

but rather is .a-reflection upon the scope of.the responsibilities in, which this

-Office is currently engaged:

In addition to-the functions-stated in the preceding paragraph, several other

major thrusts- with n the MakSachusetts Division-of Occupational Education, as well

as new and-emerging national direCtions for occupational teacher education have
x,

developed recently, dll of which impact upon the fUnctions_ and- reaponsibilitiei

'of this Office. One of these directions is the Career Education movement, initially



:

established under the direction' of US Assistant Secretary for HEW Sidney P.

Marland, Tr Since its inception in 1971, this concept has received widespread

acceptance and support, and has grown throbghout the nation with almost unpre-
.

cedented VI nd rapidity. Currently, a National ()Hide for Career Education

has been stablished in the US Office of Education, aii a parallel research com-

ponent for career education has been eitabfished in the National'Institute for

Education (uE). The career education movement, which calls for.comprehen

programs from kindergarten through adult education, blending vocational and

academic programs with a comprehensive career development program for a coor-
,

dinated unified effort providing career awareness,.exploration,'and preparation
,

within school systems, has led to a mbch broapler perspective nationally-for occu-

pational education. Evidence of the national support of this movement may be

%

seen in the establishment of the first Commissioner's National Conference on Career

Education scheduled for November 1976in Houston, Texas, in which approximately

15,000 individuals are expected to participateF.
7

This broadened perspective for oceupational --(career iducation is cohsistently

reflected in the recentlY issued I'Dlic.onOccialEclucation written and pub-
- .

lished by the Massachusetts Board of EdUcation (1976) 4 Although the t m "occupa-
..-

k

tional education" is used in this document rather than-"career education", the

components of occupational education described within the document clearly encom-

pass and embrace virtually all aspects of the career edacation movement. The

subsequent broad-based delivery systems related to the identification and initial

, -
preparation of personneli profesSional.development on d'continuing basis; and

.1eadership deVelopment for personnel in occupational education must now be addressed

by the Division of Occupational Education, and will t appEopriately be desig-.

o-:
nated w*thin the jurisdiction of the. Office of Prefessional'Development. Conse-

quently, in addition to the current hfeadth oi t

1 I

t be conducted by this

-5



understaffed office, there are now additional functions that must be identified,

defined, and dL eloped to provide adequate, comprehensive services throughout

the CoMmonwealth.

.In an early identificationóf this thrust, a needs assessment pakage for

advanced graduate programs focused on career/occupational education was developed,

and,administered jointly by FitchbUrg State College and...the:Department Pf EducatiOn:

,.'under the Direction of Dr, George B.'Ja. es, and Mr.Gerard P AntonelliS (James,1
1

. r

Antoneliis, 1975) Although this data:As stili,being analyzed: the initial results

clearlyindicate-the need for additional programs of professional development at

advanced levels to further prepare individuals in academic, occupational, coUn--

I

seling, and administrative roles to meet the needs-described in the Massachusetts

Policy Paper to provide broad-based occupational education programs for youtkand

adults:in the Commonwealth;

Further relationships of this report to the implementationof the PolicY,

Paperon Occupational Educatiomare addressed,in greater detail ri a Subsequent

sectionof this doeument

Along with the career education movement, the Education Professions Developiden

'Act (EPDA) has further identified a_number of issUes to be addressed,.and projectsl

. to be funded to support professional development across the nation. In keeping
4

with this legislation, the OPD has sponsored a number of EPDA projects throughout

the Commonwealth. A review of these projects was.conducted by pr. Robert M. lirorth-

ington, of Career Development Associates Inc., in December of 1975, in which ten,
A

EPDA projects in the= State of Massachusetts funded under pa t F Public Law 90-3g.,

for fiscal years of 1972,.73 and 74 ere eValuatedjWorthington, 1975):. At.the

conclusion of this report Dr. Worthington identified a number of key recommenda.-

tions that impact significantly up6h the long.term efforts and activities' sponsered

by he Office of Professional Development.. Following-is,a brief highlighting of'



he key recommendations of Dr, Worthingtonfs repo

. -A_long,range,plin-for occupational education professional

development_program and activities Shoulorbe established at

anearly date.
.

There Is no' need to postpone planning for professional

-deVelopient while awaiting-guidelines from national .legisla-

tion sinee the guidelines-are usually presented'in very

general terms, allowing for considerable flexibility at the

state level.. 'This:planning should be-designed as an annual

plan for occupational education personnel development and'

formulated as part of the State Plan for Occupational Education.

An Occdpational Education Professional DevelOpment Advisory

Council should be established and judiciously used.

The Occupational Education Professional Development Office
Lshauld be adequately_staffed with persons who have strong
educational backgroundsranFrexperience in 'vocational/technical

education.

The OPD Office should be restructured into branches dealing with:

a...certification and licensing,-.,'.

.b- PresPrvice and4n7service occupatienal teacher edUcation,
leadership' development (EPDA and_itaff development at state
and local revels)

fication and licensing for Occupational Education teachers ,

and administrators should.be decentralized. This could be

accoMplished by the establishment of approved.programs at
selected colleges_ and universities.

, -

10;

An effort should' be made to recruit Women ,and.persons from

minority groups-into-positions_of leadership.'

-- --

A comprehensive occupational education personnel developmen
-

program shoud be established at:the earliest possible date irv.
-

the'City of Boston.

Occdpational Education Professional Development Centers shourd

be established with a-critical mass of occupational education.

faculty'and support staff:
-

Basic kinanCial support must-be assured to .the institutions which

are Selected as occupational education professional development

centers. =

-Clearly, the recommen4ations in the Worthington study address many of the

issues in'which the OPD iA.the 'Division of Occupational Educatida must currently



lect the necessity foX comprehensive planning for professiona4 development,
4

_

.aa,:well'as'a reView,of-current procedures and crite-
,

.. -

-eximinationsteacher edUoition programs, etc .

Concemitant.with the career education movement, and-the:Education Professions:.---'4.

Development Act,,a,national movement has arisen regarding competencyrbased teacher:

:education. The rationale for competency-based teacher -educatiiiivis.explained:

in greater detail in Chapter Two of this report.--In brief, howevef,,it-is based'

-7--7--upon,:the-premise_that highef quality educational programs:can-be-delivered to

. students if the teachers are professionally prepared in as precise' amanner as -f

_

possiblp. This precision is accomplished by first,empiricallyAdentifying the

Skills or competencies (in measurable terms) that teachers and,other educationals:-

,.r= personnel need to perfor m their roles.- From these-identified competencies, the

- most appropriate delivery system for teacher training and-in-service,programs

,.. may be_established. This movement has been positively and consistently_adVocated

h

within-the field of vocational 'teacher education. 'Perhaps vocational teachers

have embraced the Concept of competency-based teacher education due.toYthe fact

that historically, vocational-education has been based Upon the careful analysis

; of the critical competencies (or trade analysis) derived from the boay of.know-

ledge needed' to work in a specific trade- or occupation.
.

During:the past several, yearS-,:the efforts of Dr. Calvin J.-Cotrell and othere

,

have reached 'fruition in the develOpment of a national model for competency-based

-.. 'vocational teacher education (Cotrell, 1975). This model is-currently being im-.
,

.

.

pigmented .in .a number of teacher education-institutions throughout the United .

States -.-A-reviewof-the competencies derived ftera-thit nationalseffort$::coupled

,

--,,with,comparative:_anelySes.of the-xdtpetendies.required for current,VOcational- ,

.
.

,-
teacher approval may.lead.to suggested plans te'improve the:.specificity, of content

=

--ant_ design Of-dettire -Tirs7f0T--

f'

.7%



Such a review and analysi. s iou1d be supgotive lsQ of a number of the major.recom-

endations and 'findings in the-Worthington study.

This-researCh stUdy has attempted to review carefully the national research

regarding competency-based-vocational teacher education,.provide a synthesis of

..ese studies, and then compare this synthesis with the current status or programs

within Massachmetts, moving toward suggestions to considei in both implementing

the findings of the Worthington study; rand developing a system for comprehensive,

state-wide planning for-occupational profeSsional development in Massachusetts.

In----1968T---a-national-research invitational piofessional development seminar

was conducted,for the purpose of reviewing current issues surrounding trade and

industrial teacher education and certification (Reese, 1968). Dr. Robert M. Reese

served as the.,project director for.this study and,.4 number of problems_and con-

cerns Were identified from the interaction of the participants. In the area of

teacher certification practices, the report indicated that every state tesppnding

to a national-survey-(46-states-responded __had_some_teacher education_programS

for trade and industrial teachers. The,extent of these programs varied, however,

from states Providing minimum teacher education offered by the State Department

of Education without any college credit to states requiring full baccalaureate

degree programs. Similarly, the requirements_for initiai preparatory training of-

teachers prior to their first teaching position in a school district varied. from

no requirements at all up to sixty semester hours, including student teaching.

The diversity was certainly extensive.

An additional lack of commonality and consistency was noted regarding the

technical skills required by teachers- and the examinatIons designed and, adminis.-

tered to validate these technicalskills. .Sinde the Reese seminar Was

:-fhe ProfessionarlYillUff-by-vocational Leathers, a p ratte-t-canrerrr

conduCted':

'prior to the initiation and completion Of the coMpetency-baSed program identifying'



oicea regarding pedagogical'skills. From this study, four major critical areas

of:concern were identified. The first of these concerns was the need,to identify

- ,theiO Professional competencies considered-essential for.suceessful:teaehing.

Since the,time of this seminar (1968) much has becm done,in this field, and is
e,

presented in full detail in Chapter Two of this report.

The second critical area of focus identified in the Reese study was the esta-

blishment of a model for the measurement of oecupational'compeience.

a number of institutes-have been conducted since that time, as well as-many nationa

studies, such a standardized, widelylaccepted model-does not.yet.exist. -HOwever,

a number o vita components-have-been-reviewed,and more consistent directions _

.-. -

have emerged, baSed upon competency studios that-have been,completed, as well as ,

the increased sophistication of the testing processes in general since that

period of time. This research study also will diScuss the measurement of occupa

tional competence.

The purpose of the third major section of the Reese study was to determine those

most desirable pre-service experiences for new teachers. This concern has been

addressed through the establishment 6f several field-based models for teacher

education, and a number of currently operational.models are described in Chapter

Two of.this study.

Reese's fourth major area studies the relationship of occupational competence

-onnthe part of the teacher to student achievement in the classroom._ Whileithis is

a significant factor inzerms of seeking cansal relationships between the level -

-of preparation of the teacher and the ultimate student success on the job, this
.

searCb study is not directed toward that particular-issue.

It is interesting to note as well that the Massachusetts State Department



of Education moved-towird competency-ba &-teacher certification and a reviews

of successful job performance through the legislation known as Chapter 847. Al-

though Chapter 847 has not yet beeff funded, there is considerable likelihood that

this will occur over the next several years Since this-appears to be a direction,

for a l areas of teacher and administrative certification the Office of-Pro-

fessional Development, which approves teachers for all occupational fields, would

b -very-consistent-with state direction both in terms of Chapter 847 and the

Policy Paper for Occupational Education.to consider cómpetency-based programs for

the initial approval and continuing professional development of its personnel,-
- ,

ecent months, two major efforts in addition to this study have been

funded by the Division of Occupational Education to helf--i-WII4Wthese national

moilements and assist with the development of a state-wide network of teacher

traiiiing services among institutions of higher education within the Commonwealth.

Thi's study, as one of these efforts, assesses the c inetenales needed by.personnel

..-at all levels, wi h appropriate suggestiont related to teacher,approval prOcesses,'

examinations and profesSion lideVelopment., Simultaneously, Qt.George-B.-Dames

llas been funded-to work with-Chancellor-John Hammond of the State College System
-; _ .

A 'coordinated syztem fOr the delivery of profeasional develdpment serto.desi

Vices-related to occupational teache preparation In addition, under the direc--
,

tion of Dr Kenneth Ertel at-the Center for Odcupational.Education, University of

Massachusetts1 Amherst a Council for Professional Development has been established
. -

to develop goals for occupational professional development in the Commonwealth

and determinea the esou ces for a trong working relationship between the state

college system, other-institutions of,higher education, the community collège

system, representatives from industry, comprehensive and regional vocational-

_

technical school districts, and minority groups. It.is anticipated that this

combinirTffortiTlirdo ma-Fh to help the otfice et-FIEHTMI-TWV-aapmem



nting further its

wealth.,, -

-adership role for ine

T ONSHIP-XIF THIS STUDY TO TBE1 OLICi_PAPER-FOR:OCCUPAT

-
,

_he purpose'dfthis.research to.analYze,the'status=1
.

_.
1

-

's:.-fer Vocational and.career,educatioW

qists of competencies needed by.Personnel:at

of _uc k neaC'hir eda 'i:O'

helUnited-StateS'ana'devel,

,varioiii liVeis;f. _This:
-,-

then serve as a guide for, the'Ciffice o ssacnaltlevelopment

.its review of teacher approval 'programs for OccupationaliE ucati_on-in,Missachuse

h

Based' upon-this competency analysis, appropriate program's for the',delivery rof

needed services thày also be developed.

This study-is critical for the-implementation of:Vie Riney Paper for Occu-,

.pational,Education in SeVprak-ways.- The racist single sfrikinguality

Paper is:the breadth of definition of,ocC9ational eduCatidn,,extoding'fro
=

development of appi.opriate values;and_attitudes.regirding,thp world,-,of work at

the elementary school leveVto preparation for both generalized' and specific
,

-occupations at the high sohoor_level, ,and continuing ,througheccupational education,

experiences at the post-secondary and aault education_levels. Vocatillnal Edncatibn

ls, of course, a "discreteand impibrtant componentof occupationál education."

p.1)

Considering-the breadth.of skevices described within the policy paper, the

"-
general need to expand options rg. egarding curriculum development and implementation,

_

the greater inclusion of career guidance activities throughout the educational,

continuum, a broader base of occupational preparation, increased cooperation with



business,- industr-

e

-Of all aspects of the school utilizing existing resources redirect many pro-

and comMUnit agencies and the =re Widespread utilization'

s'toward_broad-based occupational education it is most appropriate that per-

sonnel development, leadr.rship development, and continuing staff development be

considered essential ingredients of An-implementation plan. Surely the most valu-
_

----

able resources of this plan are the human resources -already existing within school

systems today. However, if these existing human resources are to alsist_with the

implementation of occupational education as defined in the Policy Paper, appro-.

priate professional development activities, as well as a réexamination of the

requirements of personnel fulfilling these roles,, must be conducted.

-

In-the past, the Office of Professional Development within the Division of

Occupational Sducation.has focused'extenSiVely uponthedelivery-ofIservices-to
-

vocational teachers, in vocational programs approved through Chapter 74 in regional

vocational-technical schools as well as approved.Vocational programs within coi-
-

prehensive school systems. 'Ass.táted in the Policy'Paper, "the board recognizes

.-_-:

that in the area 6E:occupational education-ittresponsibilities=encompass post7

secondary, and adult education asAvell as elementary-and secopdary,education," (p.2)
_-..-

Such a statement clearly indicates the need for expanding.the scope of this Office
_

. _

_to encourage personnel utilliation from e elementary school through postsecondary

education.

The Polidy Paper= makes a number of verylpositive _bServations and conclusions

regarding the current-delivery-of services. However, the,Board notes in observa-
_

iAM1 that "the quality of occupational education and its integration into
_

-the high school, curriculum is often limited because of the inadequate curriculum

and-staff.development." (p.6) Impioved curriculum ig curr ntly being developed

-through such

evolve and berev-

s as projectCAREfR. Howeirer, cutricula must continually

ed to meet oca 'needs. dkz sudh, within school u-tems



must receive the training to Provide such.curriculum modification. In addition,

the direct issue of inadequate staff'dev lopment is cited in this statement. One

of the purposes of this study is to assist in 'identifying t se critical elements

taff development that are currently net addressed, and to help with the design

and possible implementation of models to provide' further ftupport for these areas .

other strong concern of the Board is themeed for occupational education

programs to "promote opportunities for school staff an1l community members to

become moreaware, capable and involved in the career

courage the participation of'business

idance process, and ,en-

labor, .and oo Unity leader,p 'in the guid-

ance process, both in and out of school. (p.9) The involvement of such diverse

groupsi-s a most difficult task,_yet when accomplished. such involvvnent provides_

Virtually_Unlimited_resources to the students. Many of the requisite skills re-

late to the ability to coordinate-the goals and ae ivities of diverse groups, de-
-

sign and conduct puMic-relatiorm.prop-wns- preid

students, and effectively coordinate-activities

community. Existing programs of teacher prepare

ship development, generally are not oriented tow

skills foreducationai personnel.

The Board states i s intention to encourag

e-field-based experiences for

ong leaders wiihin-the business

ion, and even programs oftleader-

-d the_developmentuf these

the integration of-occupational: .

, education into the overall curritulum and inst

0--

the, issues of program development, curriculum

ional process'by'focusing on

evelopment, and'professional develop-
.

ment Professional development is defined in- he policy paper as, "involving

those who provide occupational education with rofessional training and appropria

occupational experiences to assuile a sound und standing of the changing job mar-

I

ket Integrating into the certification eq irements of teacher counSelors, ,

and*administrators requirements for adequat '.career_gUidance;knOwledge and,experi-

1

ence..:facilitation of short term instruction by business, industry and labor.
,
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icipants who are distinguished by virtue of xperienc and expertise in a

particular-area, in cellaboration with octupational education profetSionalS..,-.and'

stimulating improved career guidance capabilities and involvement of all school

personnel in,the career guidance:function." -(pp. 12-13)

The_cencern that approvalrequirementsfor teadhers, counselors' and admini

strators may not currently be-_suitable-for such d broad:perspective of occupational

education is identified and addressed specifically by the Board in:this particular

statement. To this end, this research report devotes particular attention ta

this component of the POlicy Paper, in that it win assist in-identifying those

nationally validated competencies and skills required by personnel1 andctrovide

guidelines which may serve as the basis.for modifications to assist with the

development of models and delivery systems to help school systems provide these

services.

This stud

goals and objectives

efore, is totally consistent with and supportive of the

of the recently publishei Policy Paper for Occupational

Education,:and may,indeed do much,to enhance
-

they relate to providing pe

and skills to deliver pro

the attainment'of these goals as

_ohnel in the sehools

s to students.

h the increaSed capabilities

21
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The--,enthusarim with which competency-based teacher education (CBTE) has
,

been accepted in recent years is a response to both an overall.growing dis-
* i'.0

,

, - ----'

I

,

satiifaction with the "traditional" teacher preparation processes, and increasing
-

,

- ---,zdemands being placed on _schools and colleges to be more accountable for their
, . .

products. Sucil accountability demands a greater speCificity of objectives as
1

t

well as an increased measurability of oacomes. -Among thecharges leveled at
.

teacher,education institutions in general-are these cited by' Finch and Hamilton

(1973):

- '
--

,

_

1. ,teacher education curricula arp not built upon the-actual[work---
requirements of teachers;

2. instruction is-nut tailered to'meet the,needs of iudiyiduals; , 7-

3. learning experiences are not provided-vhi'.-h_relate,directly-to pro-
,fessional needs; an4 -

, 4.- the educational product is not syStematitaly evaluated.-
-

-.- -

In-contrast V-, these concerns regarding traditiOnateacheryeducation,modeli--
-,V)---

- :- rf,- _' = .. . _ 7. ,; - 2: ___:=1 ' - )'- ' '
-;-t-,--statement published by tlie-American Association of CollegeS-of7Teacher-Education-

,
,

. -, ,7----=---ilf-

Elam, 1971) specifies five elements that=distinguish'a-'competency r--foperformance)
, _ . ,

based eacher education program.' They\are: ,
-

Competencies to be demqpstrated by the 'Student are: ,

,1 , a) derived from explicit conceptions of-teacher roles; ,

; ,b) stated so as to make possible-assessment of a student's behavior
. in relation to specific competencies;.and-

,

c) made public in advance.-

23



iteria'to.be
based uPon,

b), explicit in
conditions;

c made putATc

1

,

_employed ,in _aSsessing,competenciesLare:.
and-ial harmony,Witn,,ipzicified CoMPetencies;
stating -

,

,

in advance.

:Assessment of the student's-compete
a) usee,his/her perforManceas the4rimary,:source of evideficelL
b) takes_into account,eVidenceof-the studentTiAnowledie relevant

to plafining---for,',analyiing,'anteir Uatifie
_

situa-

tions or,behavidriand.-
) :striVes-for-objectivity

- The student's rate, of -progress ,_hrbugh,th6 program is:determined, b

demonstrated competency_rathbr_than.b !tibb:or-course,completion

The instructional pYogram is intcñded5to facilitaethedevélopmen
and evaluation of the student!s,achieveMeneof-competenciesspecifi

addition, several elements which are considered relited and desirable'qual

ities of a competency-based teacher education:program include.

---- 1. instruction which is individualized,and Perspnaliz
_ -

2. the learning experience of an indiVidual is guided by

3. the program is systematic;

4. emphasis is_on exit rather than entrance requlrements;

instruction is modularizedl and,

6. the student.is held accoatable fE;i. performance.

The Concept of analyzing the needs and tasks required for successful per-
.

formance in'an occupational role, establishink performance standards for students, _

-

1HDlibaCk

. and _evaluating performances using the *pecified'standards:is not new;-mank aspeCts

.of CBTE have been associated with sound educational practice,.for some-time The
,

ated competencies; more"newness" is the emphasis-on the use of explicit,-val
-

objective student assessAnt procedures and systematic delivery 'systems.

'Amsed upon students' future

As noted hy Curtis R. Finch
-

(1974),-teacher educators_frequently'endorse
,

-

peed for the dtvelopment of vocational gurricula at the seCondar)i level

job requirements. Their own courseS of teacher pie-
.

,paration, however, are seldom based upon the teacher's actual 'job, requirements'.

2-4



--Teacher educator$ insist-that more attention:be given to individualization of:

instruction forstudonts, mtile their.own clasSeS1--:continue-to be conducted in-,
. .

lock-step fashion. Evaluation based upon performance.is-frequently mentioned as

a-goal of secondary; and post-secondary education, yet many teacher educato

espouse this need'focus on purely academic assessment in th'eir own coursg....'

Whild the future of vocational teacher education is basically no different

from that of any other aspect of-teacher education,,there exist areaS-*hich are

of particular concern to vOcational educators and which relate to the' efficiency

of the delive y system. Many colleges currently offer vocational teacher edu-

cation in separate departments, idntified by service= areas (Agriculture BUsiness

0
and Office Distributive, Health Occupations; Home Economics, Technical Trade

and,Industrial Education). Research conducted at_the Center for Vocational

Education at the Ohio state University (COtiell et al 1971-72), however, indicates

'that this approach constitUteS'an unnecessary duplication of effort; since-more ---

-than 90 percent of professional vocational teacher competencies-are common across

two or more service areas. The study that led to this validated conclusion is

.discussedIn greater detail in a separate section of this chapter.

Vocational teacher education institutions can aniicipate a reduction oUtheir

costs and an increase in their efficiency,,by providing "core" offerings, comMon
=

across a number of vocational/technical service areas These core-or common offeringS.,

would relate, of course, only to pedagogical competencies. Competency-_baSdd

teacher education then has the potential to improve the efficiency and cost-
, . .

f
effectiveness as well as the quali"ty of vocational teacher preparation programs,.

The concepts of CeE can be adapted also to teacher certification.

requirements Teacheecertification nationally has traditionally been granted

_upon completion of a degree, or.in the case Of vocatiOnal approval, working =a4

miniMum of six years in the technical area and completing approximately.18-24

academic credits. This approach is predicated on the assumption that teaching



proficiency in academic fields is high y correlated With_th6 at inment-of an
-

academic degree or six, years of work expe "ence in a trade for vOcational,Rields, ,

'Competencybased-teacher education can help ).nitiate.the incorporation ofiden-
,

tified :competencies into teacher.preparatipn, and the same system can be us

to certify teachers, since the-relationship:between 'the,two,is very direet,

HISTORICAL ANTECEDENTS ;

aS

Anticedants of coMpetency-baeVeducationfor voCatiOnal teachers appear_

early as 1960. -Walsh(1960) compiled a list of 10,7 competendies neede&-by-
,..

-trade and iñdustri1 eiducation teacherS-obtained fro_ 14 teachers,of-trade apd
,

industria subjects, 228 state-and lecal supervisors, and 120 trade and indus

_-trial teacher educators These.competencies were divided into-two,groups:
'

1) those involving npwrege and understanding; and 2) those involving'ability,
u ,

,
-

al- study-(1971) assessed those common'professional cOMpp-
,

tencies needea bycommunity college instructors of trade and industrial and
_

.

,s A survey instrument comprised of nine professional educatim

competencidSwas UtAized to allow:instructors to,respond to the level of pro,-

_

ciency needed for-each item in relaiontoT their jobs. The study demonstrated'

that the design, administration and:factor analysis of such a cluestionnaire is'

an effective.Means-

education curricula.

aihing useful-dita-for the development of vocational

At the Center for Vocational and Technical Edncatien, a team working undert.

_the direction of Calvin Cotrell (1971) conducted a project designed to develop;,

implement, and freldLtest curricula for he pre-service or in--service preparation,.

_-

a number Of.categor-ibs of vocational ._,Pdtechnical teachers. A.major portion

this study involved identification of the pedagogical competencies needed by

tedefers-a:vdcational ednca even occupational service areas:
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A study by Erpelding (1972).of the educational competency.needs of Pas

secondary odcuPationdl education teachers in Kansas used a mail survey with a list

of AS -professional education' competencies considered useful and necessary in their

jobs.- The instrument was -structured to permit respondents to rate levels of

-proficiency required, proficiency attained, and type of educational setting in

which proficiency for each competency might_best be acquired. Findings of this.

study indicated that therespendents identified a large number of similarities

in the-levels of proficiency'required for these

ocêupational eduLtion teachers.

45 competencies by post-secondary

In 1973, Ron H. Ely conducted a study to determine the performance-based .

professional education needs of secondary level occupational teachers in New York

=State. An eighteen page instrument Was designed, üsingas its foundation.the.,
,

pedagogical'performance elements-developed-by Cetrell et. al. in%the-Model Curricula
_ , _

.

-

for Vodational and'Techriinal Teacher Education. The Major conclusioni-6-t-ihe_

study revealed that:...

. Teachers perceived some professional.competenies as being very
important and others as being unimportant.

There is a considerablkamount of overlap in the importance attached
to professional education.coipetencies.,

Teachers in the seven service areas suiveyed perceived their perfor-
,

mance at Similar levels.
_

4. There.is little difference in-the perceived in-service needs of vocam
tional edUcation teachers in, New York State.

. The prdfessional competencies included in the research instrument
represent reasonabky inclusive list of the professional behavior of
vocational-teachers.

_
Moore (1975) ug mail .sUrvey and'interview techniques to determine-the

ofessional education competency requirements of three groups of vocational
,

.

_ .

,Agricultural education majors, four-year college technical agriculture majors,

.'.apd non-college graduates. A list of' 256 profe§sional education competencies

,DiegtessentiaLto-vocational agriculture teachers was compiled, using as a-base
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the 584.coMpetencies developed by Cotten et. al. 1972) at theCenter for

Vocational and Technical Education. The list was.then g ouped
.
into ten compe-

_tency areas

Findings of the study identified the following major result

Both groups of four-year college agricultural majors agreed that the

competency areas of management, guidance, and professional role and
development were more important in functioning as or becoming a
successful secondary level vocational agriculture teacher than the

other seven competency areas.

Non-college graduates perceived the competency areas.of guidance,

planning, of instruction, coordination, management, execution of
instruCtion, and professional role'andldevelopmeht as the areas most
important in functioning as or becoming a successful vocational ,

agricultural teacher.

Four-year college majors were in need of in service professional

education training in the five areas of coo dination, management,
jirofessional role and development, planning of instruction, and pro-

gram planning, development and evaluation.

Non-college graduates were in need,of in-service
tion.training in all ten competency areas.

0 essional educa--

manycollegei throughoutthe country-are-adopting competency-__

based education in their vocational__teacher education programs. In Massachusetts,
-

WeatfieW Stat011ege is conductingan7experimentil program using instructional

7--,---- %

modules,based,upon'eampetencies selected from those identified by Cotrell et. al.

at Ohio State University._

in this report.

This program will be discussed in greater detail later

It is apparent that many of the recent studies and currently operational

models have.successfUlly bUilt'upon'the feundation Supplied by the list of pro-
. ,

fessional vocational'teacher competencies developed/41y the Cotrell team at the

Center for Vocational and Technical Education (Cruz, in progress 1976).

quently, this report will u ize the Cente

Conse-

[

studies' as its major reference

point and review 'other studies

=this landmark research,

trategies as they relate to



ADVANTAGES_AND OISADVANTAGES OF CBVTE

=
Most- proponents of the UTE- and CBVTE bvements -ould -agree that_a'teacher

education program is competency-based if it contains the following characteristics:

Individualized instructionl- The student teacher is involved in
bmaking instructional choices that he considers relevant to his own

, ---interests.

'Instructional modules: A module is a unit'of learning consisting'of
a set of activities intended to help a student teacher achieve speci-
fied objectives, and oontains the capability, for measuring entry and
exit student performance. ,

Time as a variable: Completion of modules ahd rate of progress through
,the program are determined by'the student achievement of the objectives
'rather than by the-traditional requirement of course completion in a
fixed time span.

Field-centered instruction: Because of the emphasis-on.performance
in real settings with pupils, there is earlier field-based activities
that-progressively increase in intensity and extensiven'ess-

S. 'Emphasis on exit rather than.entrance requirements: Whi-le program
admission requirements are less rigid, demonstration of competency is
required for certification. (Vanderpool, 1974)

--
generally'accepted that the-.deSign Of 4 viable competency-based voca7-

,

tional teacher education program, should integrate the essential characteristics

identified Pbove into a comprehensive system for the delivery of instruction.

The Education Professions Development Act (EFTA) Workshop on.Competency-Based

Vocational Education at Lexington, Kentucky in April, 1976_outlinedrhe charac-

feristics of an idealized program designed-to incorporate all of the intended

advantages of competency-based vocational education. A description of such av.,

, program for-studehts at the secondary level is, as follows:

1. The,student's technical preparation is individualized and personaliied.
Students must demonstrate occupational competence, but do not have
to complete a "lock step" prescribed set of learning experiences.

Entering students confer with a resource,person, (the teacher thus
serves as the resource person and not as the sole dispenser gf know-
ledge) and together they plan a program based on the student's per-
sonal vocational:needs, inter sts, and goals.



All students are expected to demonstrate a central core of bccu-
pational competencies. Another set of objectives, while recommend
is negotiable and is comprised-of optional competencies that provide
greater depth in various technical areas.

As a student progresses through the CBTE pro am, his/her-objectives
may be re-planned, based on personal development and emerging needs
emanating from experience in the program.

Resource persons are available to assist students in completing
modularized learning activities; to suggest_additional experiences;
-to critique student products and performance; and to help solve pro-
cedural problems.

There are no formal sub-courses in the technical subject matter areas ,
of the vocatibnal program. All instruCtion is based on indiyidualized
learning (e.g. modules or packages). -StUdents have the opportunity
as well to design alternative learning experiences in order tocquire
necessary competencies.

Students are,brought together as desirable for inierdction_activities,_
small group work,-or class_discussion of general:topics.

. Skilled-practitioners from the occupational service area are used as
resource persons (teachers) as needed:to help students with special',
technical problems.

Time is not a factor in the student's program,of progress; mas ery
of competency is the sole criterion for success.

10. Students may arrange to negotiate when, and under what:condi ions
they:will demonstrate occupational competence.-

11. Credits are awarded to students on the basis of-the number of modules
sacéessfully completed; or competencies achieved. Each module has
an assigned.value of a fraction of a semester hour or appropriate
credit equpalent. A student is generally expected to complete.a
minimum ndmber of mbaules each semeiter, but may progress beyond.as
individual interests and talents permit.

12. -Student letter grades are replaced by a-simple "pass/no credit"
system. Students who meet thecriteria of a module are awarded a
grade of "pass" fbr that,module on their official records. Students
not meeting the criteria have nothing entered oU their offical records.
.This is full implementation of the concept of mastery learning.

13. Students are granted -diplomas or certificates by meeting the school's
standards for demonstrated occupational-omp-etencies and accumulating
the minimum,number of credits established as requisite for basic
performance in the field.

14. Upon completion of the program, students receive a standard certifi-
, cate and a special transcript. The transcript,,which is furnished to
prospective employers includes a complete recordof the occupational
competencies demonstrated, and evaluations of the student by the

- .
resource person.



A program of this type identified at the secondary level and then appro-

priately translated for professional competence deVelopment in teacher education

can help to meet a number of needs now being expressed by those concerned with

vocational teacher education. Such a program immediately places teacher education

on,a more sound empirical base, which-may i prove curricular rPlevanCe. Another ,

oppo tunity allows for the integration of research findings into flinctional

'prog ams. A third need focuses on'the reduction of inefficiency and overlap'in

vocational teacher education offerings between subject areas, (Finch 1974)

As vocational teacher educators-Prepare to implement CBVTE programs, cex-

.

'tain eencerns and.problems may- arise. Among these factoraare the'following

listed by Burdin (1974):

1. An immediate concern is with the origin of pressures to incorpora
CBVTE into existing teacher education programs. These pressures
represent a recognition of the i4ortance of education; they con-
stitute also the involvement of critical groups. Under pressure to
move rapidly toward CBVTE, educators_may be changing form without
changing substance since a philosophical acceptanCe as well-6as ade-
quate professional development and resources' for implementation
must precede full-scale program adoption.

There is an absence of hard facts which Cleaily connect Specific
teaching acts with .predictable changes in student behavior. Factors

.beyond teaching, such as a student's socioeconomic class status'may
influence learning and complicate efforts to determine casual rela-
tionshipsibetween teaching_acts_and specific learnings by students.

In selecting competencies to-be inCluded in a specific program,
questions may arise such as:
a)_Which competencies should be included in this training program?
b)_How_are these competencies to be_identified?
c) Will they bi_made uncontroversial and even inconsequential 'Simply

to gain assent?
d) To what extent is there-temptation to skirt emotional and dif-

ficult--and yet important--competencies?

The following financial problems exist as well.
a) Davelopmental costs for the initial traihing.and personnel and

'time to select competencies-,_develop instructional materials,
create assessment techniques, and establish the management system

b) Operational Costs-for.extensive instructional materials, assess-
ment procedureS, record kpeping,.and released time for school
personnel Supervising clinical experience.

/



Following a
persennel:
a) Time and money are needed to develop, produce, and market in-

structional modules; and to prepare personnel to use them
effectively.
The processes necessary for teacher educators and in-service
education personnel must be assessed as w

.6. Assessment problems as follows must also be addressed
a) CBTE 'advocates usually call for assessment of training programs

based on' what students in grades K-12_can,do. Determinirig their

achievment7-and therefore that of teachers7-has to be based on '
techniques suitable for CBTE. Current_tests and procedures were
designed for tradLtional group learning environments based upon
noriative assessments. Criteria must be shiftedto learner outco
aSsessed through multi-media, feedback,-and stUdent achievement.

b) By using normative generarcompetencies, it is alsofeaSible to
include special competencies and related assessment,for Blacks,
Chicanos,--Fuerto Ricans, American Indians, AppalachianAhites-__
and. other unique groups'.

A similar contrast regarding social clasS as

elated to professional development of

relates to competencies
_

Stated thatr,oecupation:an&incomeof parents, place and type=of residence and_ 7

ethnic background have implications for Some individuals in their vocational
A

,

development. (Lip5m. 1962 Magisos, 1973)

In conversations:with-many professionals implementing CBVTE programs, the

authors of this study haVe identified a further dilemma In the-name of indivi-

dualizing instruction and providing.field:based teacher-education activities,

a number of programs have become totally-field-based and-modularized. Conse-
_

quently, the students interact solely with their school-based support personnel

and university'coordinator. There is virtually no contact with other students

'involved in the teacher education program. A number of these students have ex-

pressed dissatisfaction with this aspect of the program and miss the opportunity

to share experiences with each ether and-"learn frbm each other's mistakes".
_ -

The-reinfercement of learning- thatothè± students share commen:problemS and-Con-
,.

,terns

and a

s lacking. A case may well be made that some essential gropp activities

tive learnings are lost when'a program,becemes totally medularized

-

ifield4tased. Certainly further study is warra7ted to identify the most'appro-
,

nd,
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priate balance and match of fiel based to ampus-based and individualized to

group activities.

SONM DISTIN IONS DEFINITIONS D CLASSIFICATIONS

CompetencyBased Teacher Education (CBTE) and Performanca43ased Teacher

Education (PBTEI'are not conflicting or competing concepts although a distinc-

tion does exist between them. Edgar.A. Kelley (1974) defines FBTE as an apprOach

which uses the demonstrated performance of the teaching: behav ors specir ed in

the teacher preparation program as the criterion for-evaluation of prospective'

teachers. .CBTE on-the other hand is.based on the assumption thatresults

obtained by a proSpettive teacher in work withipupils...inthelasprooni is the'.

appropriate evaluation terion with the expectation that the teacher will

be able to epeatedly obtain the desired'results. CBTE then can be viewed as an

extension of PBTE which provides'increased.accountability.

Because the intentionsrof both CBTE and PBTE-dre essentially the sa e,

most educators now consider the terMs to be interchangeable, with the desig-

nation:C/OBTE as still-anoiher option. In current usage, UTE the dominant

term and will be used thfoughoot this report; the other two terms will be con-

sidered synonymous with CBTE for purposes of this study.

s'educators have moved toward the design of competency-based programs,_ . .- .

.

much attention has been focuSed on the development of objectives-' Benjamin,
,,.

_Bloom's. and David Krathwohl -taxonomies of educational obje tives classify

.objectives as cognitive (knowlng) affective: attitudes beliefs, values per-
.:.

ceptions, feelings), and psychomotor (doin

Robert Houston and Robert B..Howsam (1972) provide a.list from which.

.can be drawn four catecrories of,objectives commonly included in teacher pre-
.

liaration programs
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Cognitive objectives focus upon what the student is to know. More

specifically, objectives which-require student knowledge about teaching

or about a subject matter discipline are examples of cognitive objec- -

tives: Most teacher education programs have focused, in the past;
on-cognitive objectives; Often attainment has beewmeasured in glo7
bal ways, such as grade point averages or scores on standardized
tests Ce.g. the National Teacher Examination

Affective pbjectives are concerned with.beliefs, attitUdes,- values,

and peiEeptions-which an individUal has Of'himselk.or of,others,
as well as the beliefs, attitudei-, and.pereePtions*hich'otherS. have-

of the individual. All-too-often.;-this tkie-of information has peel

reported informally through such vehiclei,as-:a'letfer2whicti might b

written-for a teacher!s placement file indicaZing,ZhaOhe-rteacheT.,_
had "a good attitude", "was enthusiastic",-or-"doein-lt=get along,

weli-with others".
I

3. Performance objectives are concernedlwith specified-behaviors whic

are to be-demonstrated by the student.- 'In a'teacher-eduCation Pro-7';

_am, performance objectives define the verbal'andsl:nenverbal behivior

to be demonstrated_by the teacher. These behaviorilfor th&most -
-part; have Weet-gilicted on the basis_of assmOtien.sabout 'what*,_

teacher should-do'to be effective. .In the past deCade; considerable'

research-has been-conducted7in an attempt-to-defiuoTprObabla-resultv_
, of specific teaching bahaviors. 'Video-taped teachinuiequences and

vAriouS coding patterns or systems'have been used to:\identify
tionships between obervable teacher behaviors and subsequent learner
behaviors.

Consequence objectives are concerned with specif)iing the,learner

results to be obtained by the teacher., The.teacher is jUdged _to be

effective or ineffective on the basis-of whether,or,not.the:students
being taUght-are able-to achieve the intended learner outcomes. .The

achieVement of cognitive, affective, or performance objeCtives by the,

participant in a_teacher education program does not guarantee that

_the_pupils taught by the teacher will achieve'intended,oUtcomes.
COTE programs focus °lithe behaviors to be exhibited by.the pupils

taught by'theleacher.

Mounting pressure for accountability in teacher education,haS led to in- '

creased interest in consequence objectives rather thin cognitive, affective,

:or performance.objectives as-described above AccountabilitYreferito the

-
ability to provide a rationale-for a plan of action; to be responsible for the

results pf those actions, to deliver_on prdmises. _A competency7based program,-

designed to_meet'deMonstrable performance, Objectives, is 'intended -Co provide an,_,
,

,aCcountable delivery system or teacher education.

HoWever, if competency-based teacher_education is d be achieved, certain



changes in teacher.prepa -tion and certification need to be made. Edgar Kelley
.\

N

- (1974) identifies the follbwing:

Preservice programs will need to be-extended to-permit the inclusion
of teaching internships lasting two years.

Certification standards-will need to be revised so that distinctions
between initial teaching certificates and permanent professional
certificates are based on stated performance and consequence'criteria.
Continuing to base credentials on the accumulation of years of ser-
vice in teaching' and the acquisition of additional anademic credit
hours should be eliminated.

Supervision of_teacher performance and measurement'of-consequence
data in school settings will need to be improved so that the reten--
tion, dismissal, or promotion of teachers is based upon the teicher'
ability to achieve intended consequences.

CBTE is now mandated in many states and strongly advocated'in others.' Evi-

-

_dence is accumulating-that vocational educators con meet the-challenges of CBTE,

and that the esults of comPetency-based programs and certification procedures

are worth-the expenditures of,effort and resources.

MODEL CURRICULA FOR VOCATIONAL AND TECHNICAL EDUCATION

The urgency for curricular change in vocational and technical teacher pre-

"paration has increased markedly in recent years as shortages of adequately trained

and well qualified,personnel have become bver more apparent. The deiland-to develop

and

on the current needs of teachers has gtowh. Lack of in-service education pregtams

offer relevant vocational and technical teacher education curricula based

and_duplication of course offerings from one vocational service 'area tn another.
within:teacher education:institutions have,also contributed to_the need fot te

_

Visions. And, ai ever,the-debate tegardihvthe total ambuntof technical ex-

perience.cOmbined with the approp iate "mix" of pre and in-service education

continues.

In response to these and other concerns and problems,'in 1969,The Cen



for-Vocational Education at the Ohie State Unive_ y created the project known'

as "Model Curridula for Vocational and Technical Teacher Educationh, which will

be_described in this section.

It was:considered necessary to determine thOse elements of the professional

'development 'aspect-of teacheredudAtion common to several service areas; and

thoSe unique to One bra. few-services in order to plan hew instructional resources

-coUld best be utilized and duplication of effortS eliminated- Therefore, the_

_
stUdy was designed to inveStigate the means of increasing theefficiency and

effectiveness of vocational teacher preparation 'by determining thecommon ele-
,

A

ments while continuing to meet the special needs of each vocational Service.
-

The Center's project, "Model Curricula for Vocational and Technical Teacher

Educatioe-, was undertaken to,develop, implement, _and test curricula_ fox. the

'

preparation and in-service'education of all types of vocational and technical

teachers and teacher-coordinators. The project was divided into two parts:
.

Phase I, which,determined the pedagogical performance requirements for teachers

of conventional,service area programs and Phase II, which identified the ped-

agogical performance requirements of teacher-coordinators of cooperative prokrams,

including new and emerging occupational

The objectives of Pha

areas.

o identify the p ormance requirements common for teachers in a

majority of vocational services;

to identifythe pe
vices; and

_

nce requirements unique one or:a few ser-
.

to 'develop behavioral bjeCtives for model curricula.-

The curricula to be 'prepared were to b projected frorka 4areer-oriented,

performance-based study of the pedagogical nee of all- vocational- teachers.

- _

Phase I was liiited to determining the performanc tquireients of teachers in .

,

agricultural, business and office, distributive, hea th occupations, home econamics,



technica and trade and industrial education,.
=,

Criteria for idbntifying a performance requirement (or performance

were defined, and a system of analysis devised and tested. 'Through app

.,occupationa analysis techniques 237 performance-elements were identified, ele-

yen of whidh were subsequently-eliminated. MoSt were found to relate to the

affective and cognitive domains A performance element was defined as the smallest

meaningful.entity of activity into which the pedagogical du

maybe-divided.

In translatingthe performance elements into curricular objectives it was

decided that'performance-eriented general 'objectives rather than the more spe-

cific behavioral object-Yes, would be written.'

A tWenty-one member task force representing of -each of the 7 servites

_teacher educator, state supervisor, and a master teacher from eaCh service

_

was'then asked to evaluate the impertance of,each of the 237 performance e

ments for experienced teachers, using a 3 point scale, with 3 as "very impor-

ant",'1 aS "important", and 1 aSPnot important". The task force was then asked

tO judge whether,or not an element previously rited-"very important" was

sideredessential at_a rbasonable level of competency for beginning teachers...,

This was_done-on a 0. dichotomoUs Scale.

The ratings were-analyzed to,determine*whiCh:performance elementsmere

portantto allserVices to be listed- as common elements eleMihts imPertant to
1

two to Eour services werelabeleemix and those important to one or a few

services uni0e-elemen :Some elements were rated as not,ibportant.
1

jhe task force ratings indicatedt

lr little'differeneSeilsted'ih pedagogical requirements of secondary
and post*seCondary teachers;

_

'more mixed elements*were found to be important to beginning ea-
, chers than unique or r:ommon elements;



-

no meaningful curricular proJections for specialized courses
were found in the important unique elements for beginning teachers

, , .

93%lof elements were found to be common-for experienced teachers;
_

i. themixed 'and unique elements fer experienced:teachers,did,not
provide a Projection fer specialized-curricUla- Or:One-!to--;four ,

- ,. _

Yservie-es;' ,

6.:, the findings-of'performance requirements-projecethe kensi,
biliti of core curriculafor collegiater:undergraduate,7and g
-duatejn7service-education_for,the,preparation-,e-fs-rtgichers:,
for'relativay standard irocationalt-iC icelATottalifiV-J-

. .

ihe.5,0760% of'performancerequirements:clasAifie -. .mixedor
,- ,

unique:support the-need:forisoie sp&ialiiedcurricularofferings;
The-*ixed-elements::occurred,in,nomeaniTigfuletilbili4tiOnseir_
clusters. Consequently, no,meiningful-,quiri-40*.-projections*
for-teicheireducation-Courses serving-;tWO-AO;fourI!serviC647:iiW

,, . ,-.. ,

be _

.
, -,

A crit

iine itE c

occupatioqz

validity

analysis.

,

survey Was conducted-IT-mail snd;analyied

.on to the,performance elements previousideVeloped in the-

procedure. This comparison-was,compfeted to give

ormance elements not fauna in,the initial occupational

critical incident is defined as an act'by a teacher that seemed

markedly effective or

class; in high school.,

f ,

,ctive, yhether in a,shop, laboratory, er related

high school, or an adult program. The incidents

classified into the fcilowing divisions

1. Instruction
Z. Guidance,
3. Management
4. PUblic and human relations
S. General school-activities
6. Professional rcue
7. Student'vocati,onal organization

C. -irdination.
4

e incidentf, iped,regarding their-relationship to beginning
A t

teachers experience), end experienced' teachers 4 or more years
.1.

-e ence.1'

e&r.mendLL. ti.ans produced by the project staff included-the-forlowing:



Introspection and interview techniques of occupational,AanalySis
should be applied in the determination of performance require-
umnts of positions for which personnel are to be developed, .

evaluated, or certifiad -,... as well as to periodically .revise the

performance requirements of positions to support changes in
teacher education curricula.-

Consideration zhould be given tO developing core courses in
'teacher education curricula.-: However, factors other than per-
formance requirements, such as teaching strategies, time con7
straints, etc., should be considered-4i decisions to establish.

_care or spedialized-teacher education.courZes.

The pedagokical requirements for teachers then becaMe the basis for the.

-
creation of general objectives. TheSe were grouped into the following ten .

oatego es:

General objectives for Planning of Instruction
General objectives for Execution of Instruction
General objectives for. Evaluation of Instruction

4. General objeaives for Guidance
S. General objectives for Management
6. General objectiveS for Public and Human Relations
7. General objectives for General Schboi Activities
8. General objectives for Professional Role
9. General objectives for Student VocatiOnal Organization

10. General objectives for-Coordination '

Criteria forevaluating the achievement of each competency.is-included

in the ,matrix of objectiy.

In Phase II,the performance requirements OfAeacher-coordinatorsof

vocat onal and tichnical programs were identified. The programs included

were:- ff-farth agricultural, distributiv,, wage-eerning home economics,

office occupat ons, special needs and trade and industrial education. Spel'
. ,

cific'objectives of-the study:were:
- . _

- .:... ,

. .

1. to identify:the_performanceelements required for,tac e -
'coordinators Of_six vodatiOnall programs,studied; arid-

. .
. _

2.. to determine which elements were common'to a majority of the
programs and which were uniodo so one'or a 'few.

As in Phase I, occUpational-anaiysis thr6ugh introspection and'inter-

,
view techniques was used to obtain the pedagogical-p,rformance requirements

;which were then rated-by'a 300-member ,task'force to determine the degree of

39



ance1of each of the.requirements of elements. This resulted in the

identification of 385-performance elements, 98.1 percent,of which were rated

as common requirements of the six programs. Lest than one-pertent were found

to be ufiique. It 4s concluded that performance requirements .for teacher'--

coordinatoi-s of all six-programs were very similar-leading to the-fecom,

mendation-that Core-Offeringtshould be contidered'indeveloping curriculas-_

the-preparation.of teacher-coordinators.

-A follow-up conference with a 10 percent random s4mple of the

task force resulted in confirmation and clarification .1--:-the origi

,Pedagogical act vity was divided into,10 categories similar
: 4

selected previously for teachers. The 385 performance elements were divided

original

atings.

into 82 clutters of related elements through the interpretation of a computer

print-out produced by factor analysis technique. This served.to expedite a_

review of the performance elements and ratings.

No support was found in the study for offering,specialized professional-

.

education curricula for each of the cooperative vocational education programS

_ represented he study. =However, a-performance base was established for the
=-

development of t eachdr. education curricula certific ion requirements, and

evalnation systems for teacher-educators and teacher-coordinators in coopera-

tive vocational education programs .

n the next step data from Phases I and 11 --he project were merged to

st4b1ish a combined sot of 590 perfOrmance elements which form the current

-foundation for the program in its present fom
s

shave been grouied into 50 clusters and assigned to 10 categories; they were

_These performanCe elements

-

then utilized at guidelines for the development.of performance-oriented genera

.objectives for pe °mance-based core .curricnia to*epare-inzaEhool vocational
-

teachers and co-Operative secondary program teachee-coordinators for all vocationa

t 0



' I -
upon- he-resu

ators conclUdea that:

'of-Phases I an ,o 'the-projectT-theinves

the!performance'requirements'as guidelines for a career-biseV
and-relevant.teacher7-education'programs are'the-same:fir:S.econdary

-and'poitsecondary_teachers'of in7school-occupational,prOgrams in-
all_services; and

the'requirements for-teacher-coordinators of cooperative programs
'for all serviceS are the:same.,-

The resdlts of,Phases I and II'i4ere merged ind reduoed-by logical inter---

retafion and comparative analYsis. Based on the data colleCted, the'perfor--

'mance elements of teachers.were considered as 0-core basi6,--and core
. ,

,-tionigui4elines:forcurricula for all teachers of SeCOndary and-post7secondary

,in-school-voc4tional'programs and,teacher-coordinators of-Secondaiy co-opera-
.-

tive programs._
.

_

Performance-oriented:general_ objectives were-developed to clarify, the
- - _

ntent of each,element, These are similar to behaVioral!objeCtives.but:ar-
_

written on the general guideline level. Each performance-oriented_general
=

obiectiye is,based-on one or morepefformante elements, ahd consists of-:the

following:

IA a "statem-ent of the desired ac ivity of 'the teacher,

the'ieneral conditions under which t4
oui' ;

rt

3. suggested general criteria or/appraising achievement of-the

activity will

objective

The 'igeneraD conditions (tea lig environment)_for.insfruction would be

=one of -die following -cohfi rations:
.

1. preser4c e or in-service programs;
2. any tea er education institution or program;
3. a mepro4 class,,micro-teaching,c1iLic, 'Student teaching, intern-
,. ship or other specific teacher 'education activity; and
4. various levels of performande.;

41
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Teacher Educati _ Seminar'was provided,' lath presentations:on.;the,',main-:'---

Adenti.fied---in-the-prb7ect.-----The-reactionS-of-theseminar:_perti4paats

ifere-,_syntliesiz into ,-/ , -_"- ,
-_,

,.

g-ie-A-

a-,iiet of,suggeste&-dore,offeringS;,,,,and
- . _ , r

-a--list of ''suggested-`cera---teachingtstrategies; _Y,

,,,",=

The,-ConSolidation ok- data froM 'PhaseS]:r and-'_'-,ir,l'iesulted;,in--,,iha-finar

"

t

of_ :eleinents. iMPortant -,to_ the_ suecessful:-,-perferthance.of-teachers-.-and'-t,

teachecaordinatort, of ,the priogrems studi6d-. Thes'e'L elements'.'-woro.then Vied
-,"-";rr

,

aa-_the 'basis for .writing-the.performance-oriented.general-o Jectives,,onta_ne,

report-.- '
A

,-Each, general- objective consists of three,part_si
,

1. the statement- of required attivity'derived
element, ---ea-611.1frf which is preceded-by the'

2. the conditions under which the activiti is
(the'same set of guidelines As used ,for all

_

and

rot the,perforkince,,
rase

,
to'b,e'earried.'out-
1 general,_objectives);.
,

. criteria for evaluating the teacher,' s performance of the activAy.

The criteria' provided were included to amplify the' intent of the.relementsi and
,

are not all-inclusive. Users are urged to amend or write additional criteria

, asappropriate.
.

,

. .
,.. . .. ,

,
The general .objectives should serve as guides to curriculum developers, ,

. ,

_ ,

arid help keep their efforts performance-based. Frequentreference to the .
_

.-

--_

general objectives will reduce the'tendency for 'curricular units being de- _

..
-- veloped-to revert and eMerge as traditional "subject-centered" material.- --,

--,

The list of categories and performance elements, along with examPles of
.

the use of the category framework and the development of.performance objectives t. ',-,--t-,
,

_

from' general objective criteria, are contained in Appendix A.

4
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MrOPERATIONAL MODELS OF COMPETENCY BASED VOCAT ONAL TEACHER EDUCATION

Passage 6f the Vocational Education Act in 1963 and the Vocational Educa=
_ ,

tion Amendments in 1968 proVided:impetUs for the growth and expanSion 'Of Both

secondary and4ostsecondary occupational programs. Expanded programs created
_ F

j

6 -
-

--ja large demand-Tor additiona .eachers.. The new demands of these manpower needs,

silaced on teacher-education institutions required that a new, hard ,look-begiven

the existing delivery systems for-vocational teachers. Tt was acknowledged-that

reservice and inservice vocational-teacher education programs ,bUst provide for
%.

both baccalaureate and.cirtification requirements, hut'it was alSo Considered'

desirable for graduates to be of a higher quality than those previously prepared.

New al ernatives to the traditional approach were needed.

The cortept of competency
,..-

rently being imple

to these pressures

be deacribed;

vocational teacher education_ cur-.

utions throughou t. the country in response

or change.- In this section a_number of such programs will

AhliVersity:Of Achiogh Model

e
f

The University of Michigan has c eated'a program Of teacher training for

occupational educat on which has a competency orientation. This progiam does

not separate teacher trainees,by service areas for the professionaLcourses;

common professional teaching competencies are emphasized. Individualized learn-
. a

-ing contracts and directed teaching experiences,applicable to'the specific ser-

vice areas are proviaed_along with technical contract courses for each Of the,

occupatidnal subjects;

When this program was initiated in 1971, students with occupational work

experience were given priority in enrollment.

ere enrollea in

on-the-job legrn

Students lacfcing suchexpe ience
4

"Structured Wo k'Experience" courses' to enahle them

ng experiences, And all stuaents Were encoUragea to

o receive

aintain

=
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-
heir' occupationaL skills through part-time work in their occupa ional eas-

. ss

-OUghout -the "pregram'.

The iculum for the program at.the University of Mich is based en
c

.269 compet6ncies which were chosen from, the 384-competencies iden ified by"Cotre

in the "Model Curricula for Vocational and Techhical.Teache Education'
, A

opict at Ohie State UniverSity in 1971.

Individual competence is gained through a multiplicity of I.

ences,including teaching the socio-economically disadiantaged,
,

-pment of
,

-student-centered instructimial-techniques, and self-evaluation,through directed

teaching.
. -

The starting point within the cu riculum schedule Is dependefit 4;n-the

entry skills possessed by eath' student enter Lhg %the, pro

baccalameate degrees, and graduates are qualified for general and vocational
-

teacher.certification. The curriculum schedule, described is--functional course

-Students'.,.may.earn:

titles is shown in Figure 1.

The Occupational Teacher-Education Program at'the Un ver ity of Michigan'

was based on the following assumptions:

Teaching competencies can be identified and validated.

Teaching for occupations requires specific competencies which are com-
bmin for_all occupational teachers.

Student's bring to every educational experience a variety of back -
grounds and past experiences, and therefore ha've individual needs
and liatterns of learning.

'Students ;have different abilities,an'd levels o motivation, rand thus
,

progress throu he program at different rates
.. . .

-

The commu ty.colleges and certain private vocational-technical schools
are doin an oUtstanding job. of-developingtechnical :occupational
competencies-. Graduates of these programs can.be prepared to teach.,

. . s .

Inservice teacher-education.can be an-efficient -meani of providing
_qualified occupational-teachers

--.:These assumptions were combined to form'eunlque Ioi.indation tor the progrmv



as characterized by four main concepts:
,

gompkency bised teacher education; ) cOmprehensive and across-, , _

the-board 'programs of study; 3) emPhasis_ on teaching the disadvan-.

.-taged; and ,4),:c capstone. (Vogler' and Patton; 1974)
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6

Occupational, Teacher Education .Proirram-

Semater',70ne ZourSes _

- ,

Micro-Taching and A4- ,

'Educational Psychord rl,

=

Educational Sociology1_

,- On-Site-Orban Observation

Fie -Based _Fracticum
_

_

- S ctured. Work Experience

'

,

-Semester Thi-ee Courses
_

,°.

General Education'

Minor Requj.rements

JElectives

,
SemeSter 4Two'r.Cotirses;-:-

_

enerel;

_ r

Minotf:-. Requirements,'_

Foundation's-4)f; Occu-

pational .Editcatien-,

Electives=;_, ,

=SUMMER
-

r ,

Structured Work Experience_

1Required for teacher certification.

Required by Ocdupational Education Program

3Courses and semesters may be interchanged with 'the limitation that
directed teaching must be done with senior standing.

_

_

".:Semester Four Courses

DireEt d TeAingl

4 6

-

,



The-competenci_e_s_Atlected were grouped, assigned to courses, and_formed

the basis for all content taught. Credits were earned through the succesgful

Individualized-instructional modules,
,

4

seminars, structured work experience; workshopg; commd ty:based observations,

field-based classroom practicums, micro.:teaching,and individualized conferences
4 V

completion of pe formance objective*:

supplemented classroom instruction.

All categories of service areas were blended'in The Univeriity of Michigan

Occupational Education Program to provide a comprehensivedelivery sistem Can--

sistent With non-categorical-legislation and funding, with emphasis on teaching_

learning rather'Ahat'oceupational content. .ThiS approach:alio giveS7:itOdents

broader expo,sure to occupational education and provides.the meansof preparing_
- ,

teachers in highly specialized, rare, or emerging occupations. :

Vocational education for disadvantaged-studehts'wal addreased.throngh'the,
_

addition of the following,components:

1 The student participateeih an on-s te,workshop in Detroit, Michigan.
The-Workshop provided sheltered exposUreto cOmmunityand_family
environments. Cooperation with.Pixteen'soaal.agencies'facilitated
the workshop. An intensive interaction seminar followed"the work-

= .

shot.

2 The student observed and aided one day per Week in a Detroit public,
school Vocational class under the supervision of a certified teacher.
The experience§ were coorditated via a weekly seminar with univer-
sity staff.

The educational psychology and educational socio1ogy courses were
taught in the urban setting; with other urban educ4tion students,
and by' instructors with urban eduCation packgrounds. The content
and sequence of learning activities-igere coordinated with.the rest
of the professiOnal education experienCe. (Vogler & Patton, 1974)

An occupationally competent student ip "capstoned.i_with two
years of university training to Complete a bachelaureate degree. 'The

concept is based upon-the assumptions that:

the community college or post-secoOary occupatxonal training
center can provide better facilities, staff and'equipment for
occupational training than the university,
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ink teacher
the-.1Cipstoriej,cenc4fOrevided"'EV6Oieriiiiir*iiiiiitiopcpoiri

7 Thus, -a "student woulknot be-recruited4o:tWprogram-Unless ,alread

a teacher; .'!,(Volger, and'-Patto,n,=-1974 ""-`

= , =

_ nterim evaluation of the _Occufiational Teacher,,Teacher-7EducatioriP, -o

e 'Ifitiversity of Michigan indicates succesi ; 2,-CourieS hav received- high, rat-.
._

n i in reldtien to other courses in\ the Schocil "of NuCation attrition iOess
... ,

and earned grade points are in ,.exce5s of,3.00 for over 75% of the stu-

ents. (Volge 1973)

Temple Universi y. Model

t Temple ilniversity in_ Philadelphia; Pennsylvania ,- Pr'OgraM VITAL was cle

si as 'the olitgrowth of an 'agreement with 'The center for. Vocational and Tech-'
- , \ . ,

nical:EdUcation at . Ohio State .UniVersity in which Temple Universiti:Was desig-
-

naedasta site for the testing of instructional -Modules.; 'IliTAL- stands for
, . _ . ,_ L.



oCational_Intern Teaching which is Applied Learning,.

Program VITAL was initiated.as'a result of the conclusions'that the tra-.
,

diiiona1 in-service progra6 of vocational tacker preparation_at Temple Drayer-
_

as riot greatly influenCing the' eaching behavior of its in-serviCe teachers.ity

was believed that the reason'for, _his.was that the application stage, of the
,

learning process was being largely,,neglected due to the prevalence of le ure

and discussion modes of instruction; Theloals of the project were:

to individualize the vocational:teacher education pr6gram;
_

-to implement a competency based model;-an&
.

3. tolrequire each inservice_teacher to prove his/herteaching
:tency in an actual teaching-environment. -(Adamsky, 1973)

:

Modules provided by The Center permitted the program _to be individualized

f
-since they could be assigned to each -service teather =according to her/hii

,
specific needs. Modulesmove the user through-Stages ranging=from aWarefiess

1--_,

to application with.specif c criteria for evaluating competence, so the program

could be competency based. The competencies-that accumulate through,these,

learning experiences can then be proven in actnal teaching eniiironments
_

Among the concepts integrated into Program VITAL are: field-based teacher

-education, competency-based,teacher education, criterion referenced evaluation,

individualized learning,-self-Pacing, self-evaluation' and-d erentiated staff-

ing. Each concept works in combination with the others.

Differentiated staffing is consAdered a- critical

sists of the following:

his staff con-

The Intern.- Since:he/she-is responsible for his/her'own learning and per-

.

forms self-eValuation the intern is considered a member of the staff .

-

The Resident Resource Person - He/she is a master teacher in the.school in

which his/her interns are teaching. He/she helps the n93,ns analyze their



iiiede and _select modulei.- He/she guides-interns-in the selection of learning

experiences and provide feedback on-performance.

The-Field-Resource Person - He/she is an employee of the- university ,and"func-

_

n a manner s miler to7the resident resourte person% In addition, the field

resource person collects evidence of the competencies developed by-the inerns
4.

sand subMits it to the senior teacher educator.

.The Senior Teacher Educator - He/she maintains coopemative relationships_ _ _

betweenthejuniversity-and local schools where the interns are placed. He/she

_
reviews the competency-developments of:the interns with the resource persons,

_

and facilitates the developmett of their supervisory skills.

The-Council of Educators - Representatives of local administration, teacher

_education and competent teachers comprise the counci1 of. educators,_ which reviews

evidence presented by the senior teacher educator regarding an intern, and reco-

emends that the-intern'either beproviSionally accepted _into the profession,

develop additional competencies.

PrograM-VITAL is now_in full opera ion; serving Eastern Pennsylvania. Ile.
--

success of the project was beet expressed by a master teacher from the Delaware
,-

.County Vocational Schools who said, "The teachers out here view the traditional

pr gram as sommthing an intern teacher must complete to get a teaching certifi-
-

cate. In contrast, they feel that the intern teachers receiVing their profes-
.

sional

-studen (Adamsky,- 1973)

education VITAL style are developing the skills needed to each vocational

1-1122.ilate Univoisitt

-41.;

ayne State University in Detroit, Michigan eatablished-Vocational and-Applied

Arts Educatfn (VAE) in 1971, and comprised of three former-departments:

and Distributive Education, Family Life'Educati n, arid:Industrial. Education. The

-_ purpose of this -new- department was to- "develop a systems approach fo 'the prep,-
-

.

aration of teachers, supervisorS; and'administrators in vocataonal and Applied



s Education," (Cook &.Richey-no date)

The theoretical assumptions upon which the VAE program is based are these:

The classroom teacher makes a difference in the teaching-learning
process%

2.
-

-.

Teacher education can and must make a di rence in-teaching per.-:,

formance. --) _

The teaching-learning process can be divided into a series of ,iden-
tifiable parts.

Decisions concerning .aVision of any part of a teacher education
program shodid,be 'data-based.-

A partnership should be developed between teacher, educators and
'public school personnel.

Each institution should develop its own p ogram. UltiMately a

gram must be internalized by a staff it it is to.be viable .
ro-

was concluded that a typical teacher education program consists of these

types of competencies=

General education competencies knowledge skills and judgetents
contained in the first two years of the liberal arts section of an
undergraduate degree.

Teaching content competencies knowledges, skil s and judgements
contained.in the 'program requirements of the teaching major-and mi-

.

nor;

ofessional education com etencies - knowledge, skills and judge-
ts, contained in the required education_expetiences.

The third-group of competencies were the focus of the development

the VAE program incp-these yerpthe direct responsibility-of the College

of Education. There ate four major phases in the program which must be

approached sequent ally by the student. Each is field-oriented, with f eld

contact increasing a each step. They are

Introduction to Vocational and Career Education - a four hour
/ course which assists students in.developing an understanding of
the job of a vcicational teacher and in deciding if'thi'S is-the
career choice they wish to make .

-Phase- II

\\

Foundations of-Education -.an
tionaI psychology, School and

eight-hour course including educa-
society, and analysis of teaching.
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MefhOdS of_Teac 4-ne. six claSses, consisting of eigh
for each 6f thre curriculum areas.

.-

,Phate IV Intern Teaching B ock -this is- a 14 quarter-block ,of time

Students_ are plac_ _ i.Ti`;_classrooms :in,:their areas ,-of.:--specializa-

ti en- for .which,,they- ceive :16 quarterhours Thy are in A-

school- setting-for an ire aemetter and-,fol1o,w,_the.same-prO

gram- as their cooPeratin. leaCher';`=:.Stiideni.s-
-.versify:one'-eveninglAwee :for .13:=:seminaF,Whick;',1i::PrObleM Or_41t

Theory :and application- of:the 'philoSaphy of edutation_ are inte-
grated Into the- seminar

The .professional education- sequence encompalsing,th
-

result _in-44, qUarter'houtif credit,-all'AiLught,WVAEfacult

, 'phises focUS _ On 7f he -comkOn attainment of ,F competencies hic_

_faculty's concept of a model' entry-level:'Vo'Cii4.4aV, t'eliclia_ . -.this -Mode

_

sofI1d14 by' 44 c-Olaietencies-and _aPproxomately:2p0Laupportini perfoiMance

objectives.

The NAE competencies .were identfied by using the:Cotiel

as astarti point and taking:the following steps.to,Convert

their own:

1.' Conduct a"literature review to locate possible competencies:
,

2. Analy& bas e -list tthe first Cotrel 1 1 i it of _255 -. 'competencies con-

tained, in Model Curricula for Vocational and Technical Teacher
Education: Report No. II' - General Ob ectives -. Set ;1

it

.

Categorize the list by pre-service, inservice,

Add fa lty-generated competencies-.

Edit proposed list.

A
Rate competencies.

Delete low-priority cbmpotencies.

e

Each of the 44 compotenciai selected was

and speCiali-zation.

analyzed to identi

component parts, which-then became the specific performance objeCtives
_

_
.

by which the coMpetenc es are demonstrated;.

The performance objectives were written As terminal objectives

rather than enabling 9batElyes. These became the common basis of each



ering, egardless,of'the initructo

e delivery system Each cpmietincy'has'two'ormommippiiiting per-'
F

OrtilanCe'dhjeetiveS=-to-permit studentsq to- demonstrate-icOmpetency.

Exit tests aid administered twice for,eacti coUrse ()tide -atj.t

,

eginnxng o that a piudent-may be Fekemptifrom,taking the-course i he/she

.already'has-masiered once-it-the .en&-..of-fhAruction eqUiirL-
_-.alent,io.the traditional' final exaM).' A:test of'prerequis

1-

also adminisi%dred, sd that'prior to the in-Structiofiel sequence a,Student

-may:demonstiatethat he/slie poSsessestheskills-ilpon which.the-instructien

is based.
_

Delivery systems have not een standardized, and the entire,VAE

program is not =mociulariz
J

Some professors use self-instnictional learn-
.

ing modules they have developei themselves,- while irthers combine the'indi-
.

_-1-

,vidualized approach with -some large,group.class.ieetings--
,2

_

Basic elements of the VAE Instructional Systei are thecourse and

, - _ ,

' program structure'charts. These charts are_needed if educators ard to view
.

'

competency-based education wIthin a total programmatic,conteit rather than

,

in a -fractionali.zed scheme_divided by-modules-, performanCe objectives or

A.Solated- earnincexperiences. The.charts,repreient a visUalization=of
*

the competencies and performance objectives,

An accountability model has. also been-designed ai an integral part
-

of the VAE system, It.is divided into thre"categories: program account-
-,

_

,ability, proceSs accountability,,and professignal accountability- :Each
Nhipor'

, category defines the accduntability of three points of vie the instructor,
'

the_student, and the administration, and reflects a.eoncept Of accountabil-

ity based on two major elements; 'responsibility'fo achieving Ostrucfronal
.

_

-objectiveS which have been siated in advance, and-the understanding that_

'each member Of the organization mu-St answer to someone in terms of meeting



46 7

stated goals ac iitgto specified criteiia.

In this Way, t1 VAE accountability model.is aimed at'the inclusiOn.,

both the product and processes of an eduCational-prOgram.

Al abaina Model

In Alabama', a StateTofthe-Art study'was conducted. Under%the

\
.,_.

-fltion of Howard M. Fortney and the results; entitled Performance4as

itruction: CUrriculum,Development in Vecational Educationpublis

June, 1975 . This project 'estblished the sieed''for-Vocationil,perio

through performance based instruction,'and,provided*an

The'research included reviews of curriculum .materia
-

erion re crenced instruction,, conventional teaching ,skips

caching for preservice teacher training_and-for teacher renewal:'n
6

service teacher training programs.

Aftr reviewing the State-of-ethe-Art publication; a task force of

teacher educators, state staff, and,local-vocational directori conducted

an educational personnel development needs assessment survey,invelving r

169 local vocational administrators, presidents and deans-of instruction

echnical colleges. The highest priorities for personn91 develniment

Development of skill in designing and implementing a vocational
curriculum based on community meds, needs of business and industry,
occupational demand and,task anf.lysis with incumbent workers. Such

a curriculum would.be competenc,--based and would utilize systems

approaches.

,instructional supervision for improving teachers' instructional skills

and stimulating teachers to improve themselves and the curricula:
:

Evaluation of the curriculum ana students' accomplishments.

ink objectives, managementby objectives:Systems analysis

Skill in establishiL commUnication with faculty, students, parents,

families and communiv,:ies.



Individualizing ins ruction to mee
and the bandicapped

the needs -o isadvantaged

DeVeloping and dmplementing systems for improving.counseling; tting
able to gUide-students according to .their interestS and abilities,
(Faulkner-and_Tpague, 1976).

Approximately 100 vocational education c unselors were also surveyed,u

and their prierities for personnelde elopment we

1. DevelopmentUf skills in designing d implementing 'curriculum re-
visions that are based on occupational.analysis and incorporate per-
sonal development, aljustment, and interpersonaj. relations. Curiiculum
revisions should include development of behavioral obiectives-and in--
dividualized instruction.

Establishing'communication skills With.teachers, administrators1 stn.:
dents, and-parents, especially parents of exceptional Children.

Conducting workshops and in-service,programS in new trends, techniques,
and-organization for teaching.

Planning and implementing a total student-counseling and evalua
program, (Faulkner and Teag0e, 1976),

--After completion,of.the-State-of-the-Art study and thaneeds assessment--,

turvoy,-voCational edueators and state vocationaL staffrepreSentatives

met to establish a system for the development and implementation of per-

formance-based.instruction in all service areas and at.a1I-leVlls of veca

onal edueation-programs -in the Stateof Alabaina, including both preser-

vice and in-service education.

The,resultant system can be viewed as circular in nature. _Teacher

competencies relate directly to pupil performance and achievement, and are

interrelated. Development in any of the elements-Of thesystem leadstc

competencies in dther elements, so that as participants develop_various

cothpetdncies

tem Alabama is a member of the Votafional-Technical Education Consortium

they can define development needs in other parts of.the sys-

of States V-TECS), Which has conducted a nuMber of research-projects to

develop catalogs ofperformance piijectives for-vocational subjects at

the'secondary levels Thi research-base serves as a framework for the



used-to assist pupils to achieve the performance objectives .

development of planned alternative learning activities

training is required for teachers utilizing PALA

Relating the pupil to the curriculunfhas three main sub-systems: Cognitive

Style Mapping, in which information about individual pupils is analyzed by a

computer to produce a "map" of 84 traits that describe how the pupil thinks

h can be

Spe'cial in-service

and learns; the Vocational Evaluation of fhe Disa4'vantaed, which

combines the psych logical tegtin wok samplei situational,- and wo k sample

_approaches to assist students in:assessing their-vocational and academic needs,

_and the Alabama'Octu-ationdl ormation S ste which assists' in the processes

of career exploration and decision-making by providing extensive occupational

inforMationAia copuer. terminalS located:in the user facility, which may be-
)

. 7

a-school, an:empieyment service office, a:prisen pre-release center-or-4 reha-

bilitation center.

A process, named Analysis of Teaching-Learning Activities Systems (ATLAS)

was designed by Dr. Madeline Hunter of-the UCLA Laboratory School using compe-

tencies obtained through factor analysis of studies designed to distinguish

charatteristics of effective teaqhing from ineffective teaching. This proFess

but provides alsoa framework for_
,

involves intensiVe and extenSive in-servic
a r

the development of competency-based teacher education for 'both pre service and

in-Servicetraining'in vocatiOnal:educaticin programs.:--

The Alabama-State Department of EducatiOn, responding to a State Board

Resolution-of 1972 requested that all teacher education programs_move toward

competency-based certification as quickly, as possible. The ompetencies and

processes of ATLAS can _u nish both a product-and a process for competency-based

teacher education because-
,

-

is approprdate for all teachers.

A system of management by objectives has also resulted-from the research



-

in performance based instruction in theState of Alabama. This system provides

a means for setting goals, determining priorities, assigning responsibilities,

and measuring results. Goal setting, objective identification, and individual'

b planning increase the effectiveness of personnel at all levels in the'man-

agement of vocational education.

An important element in the performance based system is the utilization of

the vocational teacher education modules developed by The Center for Vocational

Education at Ohio State University. Workshops'for teacher educators in the use

of these modules is planned.

The delivery system'deigned by the' taMc force group provides'EPDA Staff

co6rdination in the in=service- education of voCational-personnel in leadership

,roles, namely, teacher educators and state vocational staff. After -the ledder-'

ship had been trained in..the _ystem,1:the_.EPDA .siaff,Would coordinate this lead-
.

erihip in the'develOpment of competencies to criterion levels in elements of

t4e system. The trained leadership would theri train yotational administraors

and cadres of teachers-tocompetency levels in the' system. : These-cadres,of

teachers would assist in training other vocational teachers while the teacher

ucators and state staff would assist the cadres of teachers in panducting

training sessions. The EPDA staff assists in coordinat'ng the efforts by assis

lug teacher educator& and state vocational staff in developing competenciesjor

the elements of the'sY conducting needs assessment for retraining and r8cy-

_

1 participants in personnel development, and continuallysmonitoring

and-evaluating-th effectiveness-of the-personnel-development program

and Teague, 1976j.

In Massachusetts

Westfield State College Model

a competency-based vocational teacher education program
_ s

alas been'instituted at Westfield State College. It is _an alternative method

uf--:providing' professional everiences leading to Certification in teaching and
_

. .



is primarily a part-time evening and summer.progr

-The CBVTE.program at Westfield State C011ege was designed to:provide pre-

ing experiences to prepare teachers of vocational and technical

subjects in,secondary 'and poSt-secondary sChools.. Recruitment of participants

focused strongly on attract ng membe s of minority_groups into h

vocational educators The program is based onithe 384 competencies, and 123

_learning modules developed by Cotrell et. al. at The Center for Vocational

and Technical Education, Ohio State University. FiftyLsix of these competencies

Were chosen by the. staff of Westfield State College as those needed by a begin-

ningtionar or technical teacher, and are used as the basis for the pre- .

service "Foundations of Vocational Education"yob onent.

Basic concepts incorporated into this program include field-based teacher

-education, criterion referenced evaluation, individualiied learning

'ing, self-evaluation, and differentiated staffing. The staff consists of the

intern, department head, project director, instructor, vocational instructor,

and counselor.

instruction is provided by teams of:tegchers'Iconsi -ng 0 a person

h and skilled in teaching in vocational schools,: (2) a person who

can relate on an interpersonal level with the participants and (3) a counselor

or.advisor. The counselor/advisor will also serve as job developer and place,

ment director for her/his group. Each instructional team Will be responsible

or the instruction, evaluation,.counseling,, and'placement of up to ten students.

Qualifications-for the team members are as follows. '

Vocational school instructor person skilled in a particular trade or

occupation, and who is philosophically adaptable to CBTE.

nstructor from a minority group who is capable of good interpersonal

.reations wdth the participants and whb is also philosophically adaptable

to CBTE.

Counselor (preferably from a minority group ) who is capabl of counseling

and job development.



Applicants whodhave proficiency ilitheir trade and six years of experience

in this field are enrolled in the, program for two 5emest6rs and one summer.

Each intern is directed toward courSes leading-to certification is her/hcs

area.-

The Project Director Meeti with the interns establishes backgroun

determines the co petency status of the interns through consultation with the.

instructors and counselor. ompetency progress records are maintained bY the

instructors, the intern and the Project Director.

conducts seminars with the in e ns, distributes Matpria

efforts of the intern, the insructors and the counselor.

The Project Director also

and coordinates

The intern registers for professional credits at the college each semes-
-

Upon completion of the 56 modules, she/he will haveter and:during the .summer.

_achieveckthe professional requirements for-approVal-ak.,a-vocational/technical
; =

teacher in the-Commonwealth of Massachusetts.
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:CAPTER THREE

SYNTHESIZED LISTINGS OF COMPETENC ES-AT

VARIOUS-LEVELS '

IN7RODUCTION

-- The' purpose of this phase of the resedich was to use the extensive base of

prior competency studies to develop a composite etencies, organized

by functional gto9pings. These lists (Appendixes B th-ough E ) represent the

current status of the reearch in determining competencies for vocational and

career educators As such', they may form a basis both fot competency-based.
-

program-Aevelopment, and 'further validation. A separate list of-competencies -has

'-heen devel9Ped for each of the levers, of vocational education', In additidn,,

,
sPParate lists for various-levels of career edUCAtion.are_provided.

1

REVIEW OF THE LITERATURE

The first.ste9 of-the study wwto identify-the current state of the art

9f-competency-based teache_ education At the varioUs level . Spurces Used

tojocate.relevant literature and information included the folloWing:

An ERIC'search, including ARM and AIM

A review of professional publications, documents, and journals
. in which competency-based teacher education for vocat

education was discussed.

The EPDA Edstern Conference held in Kentucky in April,- 1976.
The.primary focus of this conference addressed,.compete cy-bdsed
vocational eduCation at the secondary- and teaaet educa_ion levels

. Approximately forty letters to individuals known tp be éonducting
related studies. These individuals weie identified thr ugh the
literature and through the Kentucky.conference.

Data from the Massachusetts Office of Professional Devel pmen
and teacher education institutions in Massachusetts.
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-

Requests to the Center for Vocational Education at The Ohio'
State University for information and reporta of their._work in,
coMpetency-basgd vocational teacher education.

CRITERIA,FOR SELECTION-

The criteria used for including a study, competency or competency list

this research Vere:

A. the competencies were directed toward vocational occupa iona4
Dr career educational personnel.

the co- etencies'were-behaviorallyloriented or performance-,
hasecl.

-C-.--the-compel.encies cited profess ilmal--(pedagogical) asks.

SCREENING THE.COMPETENCIES

Once these studies, competencies and competency-lists were identified

and selected t was necessary to analyze the similarities and differences

among them. To accomplish this purposecompetencies. were first assigned,to

either of two 'Categories: vocational/occupational'edutation newand

-xelated areas including career education If assigned to vocational edu-

cation, the competencies were further classified Dy level of educational

personnel: tgacher, middle managers, or administrators. Teachers were

defined as individuals whose primary purpose' waS-to provide instructibn and

se theinstructional process-with learners. Middle managers included

first level supervisors, staff personnel, and specialists. Representative

job titles included-department-chairperson, supervisor, curxiculuinsuperdsor, _

coordinator, etc. Administrators were classified as.individuals generally

responsible for the total vocational prograM. Representative job 'title's

included superintendent, superintendent-director, vocational.education

director, a.siistant director, or principal. Varying titles were.more a

funation of differing environmental and organizational st

representative of a yide disparity in functions and responsibilities.



Functional groupings within each level of competencies were

identifiedbased On-eXisting groupings in the separate studies. Where

encies clearly related to a separate set of skills,-they were

assigned to a group with a descriptive title. Wben competencies were
-

seen to overlap existing groupings, certain grouidngs were merged and,a
:

single category foried .g. finances and faeiliti scwere merged as

operational mangement). Final categories Or subironpings for each per-
,

sonnel level ar; descFiptive of the set'of functions required for that

leVel. Jable 1 lista the levels of competencies and the functional

7-4

groupings for vocational education. Table 2 cites similar data for the

career education lists.

)5LII relevant studies Were assigned to the-appro-priate-level- ,Every

competence in each study-was then'reviewed,and assignedto its appropriate

level. In this manner,- Competencies in each category could be collapsed

across all studies:to eaSess similarities anddiatinctienS.' Tables .3A,

.-3C,.'4, and S. on'the fplipwing pages-indicate which coMpetencieS

nUmber roi-each-study.-were-assigned---teacb7functional-category.--This-'
.

, tabular display aliows the reader to Cross-reference every-study.Used-ip--

this project and refer back to the original data frpm whicivthe synthesized

lists were derived .

f the-competencies-1n- the-originar studies were already grouped,

the existing groupinges were used and the compbtencies placed into similar

functional categories. Each competence Was reviewed- However, and in

Isome cases iidividualitems'were."cullecr'andimoved to more Appropriate;

categories. If t e original studies were not grouped, the total list

was disaggregated and the competencies assigned to categories based on

their function and/or similarities to other competencies already placed

in-thoie categories.'



TXiLE 1

FUNCTIONAL GROUPINGS OF'COMPETENCIES

FOR VOCATIONAL-EDUCATION

ION'AL GRO NGS
-LEVEL OF PERSONNEL

INITIAL%TEACHER
PREPARATION

MIDDLE
MANAGEMENT ADMINISTRATION

Program Planning,
Development & Evaluation .

lanninrof-Thatillarda,

ution of Instruction

Evaluation of Instructibn

erational) Management

Student'Personnel)
Guidance

School - Community Relations .

Student Vocational
Organizations

Coordination

Pxofe'§sibnal Rol e &

evelopment -

-Staff Personnel

,Program Administratisin X

Finances Facilities

EnterpretatiOn of Legislation

_

65
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FUNCTIONAL GROUPINGS OF COMPETENCIES FOR CARiER EDUCATION

fuNcrioNAL WRINGS'

:-CurTiculumlevelepMent

Career Development

MatUrity

Community Related

Activities

'Elementary, Middlelchoel.

'Teachers Teachers

Guidance

Counselors

Career Educ,

Coordina OrS

'"!

formatio_

and Activities

, Philosophy.



After.these initial aSsignments every competency was reviewed aga

-
the functional nature was mire Appropriate:to anotherand reassigned

area.

DEVELOPING SYNTHESIZED COMPETENCY LISTS

:After screening, it became apparent that most of the original lists.

contained many similar competence stateMents, with some unique eleients-.

Although the levels of zpecificity varied and the semantics and conceptual

approach

quite simila. Each functional group of competencies forreach personnel

level was then analyzed'across all studies;'and one synthesized list repre=

differed, the essential contenttor each of Vie groupings was'

senting A censensua validation-of the lesearc ,was coMpiled.

tencies thin each 'grouping have been sequenced acCording to

function and'deVelopmental order.

This ordering proceSs,allows the reader to thore
.

. ..,

''114.4.**'-''''''''''''".

4

grammatic needs than would be provided through a randoMly.lis e state-

4early.

Compe-

Mportante,

eview pror-

ment of coMpetencies. The purpose of this synthesized lis .not to pro-

Vide a new validated group of competencies, but rather is an attempt

provide a single document that expresses the current state of tli'e irt

coMpetency studies, for vocational and career education. The fact tifilt

t1ese7studies evidence such similarities and overlap in the identificati

of cempetencies serves as further content'validation regarding the

appropriateness,- adequacy, scope,:al sequence of the,various lists.

In these synthesized lists competencies have beeh stated in broad

terms, and frequently several competencies er groups et-competencies

studie ave been combined' for brevity. .Individuala,uaing thoS
4

Urged:to. cross-reference.dita fro0 the specifiC:studieS

esisr,was developed.

__ists -are-

from which
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EX-OF COMP EICETENCIES-fOR`ThACIER AND TEAC-COOiDINATOiS:CROSS-RtFiRikED

1.,

BY 'CtliSTERAND yleoh,

'EVALUATION
_

12-1r ,

INSTikTION"
EXECUTION. 79-138

INSTRUCTION:,. ,

IYALUATION / 139-164

VSCHOOL-

'CONROY

i'RELATIONS .2367269-

511.4.N.T

VOCATIONAL.

4RGANIZATION.
; 270-298

7

COORDINATION ! 331-384 91-100

PROFESSIONAL :

ROLE AND 299-330 -83:.90-

DEVILOPMENT

1 2,18-23

46-52.

,



'TABLE 3B

INDEX .OF COMPETENCIS FOR TEACHERS AND TEACHER-COORDINATORS CROSS-EFERENCH BY CLUSTER OD 'STUDY

CLUSTER CANFIELD BENSEN HARRIS

VOGLER AND

PATTON'

SPAZIMI

RICHEY AND COURTNEY PERKINS

PROGRAM

PLANNING,.
.

DEVELOPMENT,

AND

EVALU4TION

1,42,56-60.

.7=14 4-11 5 56 63-66

7,80,81,131,

133-136 2 34-57

INSTRUCTION

PLANNING ,112-20 61

-6 8,15,99

106,108,114

120

INSTRUCTION

EXECIIIION 1 6
...

.26-3343;457

64,9398,1007. 1842

105-J07,109

111;113,115.:

26;49,58,65,83,-.

90,91,103;169,137,151

23725, 7,17,25,41,5Q,

27-31 8793 136

8,11,16,18,19,21,27,28, 0\

1-11 , 30-32,35,39,40,42 46
_

; 53,61,66,57,8-07,84101,

112,116,123;142,162,67,69.

INSTRUCTION

EVALUATION.

MANA.GE4NT 15-21

49-52

16-25,27-32i

4,71,72,112 23-27

; 24,29,88,100,108,117,

26,32,33 133,141,1.50,154,158._

122'

38,44,59,60;62,70773,68

86,96,97,104,115,131,152;

155,156,164

65-70 32-38

GUIDANCE

SCHOOL-

COKINITT

RELATIONS

82-84 28.:31

39-46. 128,137

3,36,45,55,82,95'

99,114,118,120,121,153

43,47,74,79,84,92,98,,

102,119,125427,129,

; 130,132,139-140,143,

; 147,148. '

.1
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TABLEAC

EliDEX OF CO4ETENCIES FOR,TEACHERS AND TEACHER-COORDINATORS CROSS4EPERENCED BrdUSTER AN6 STUDY.

'COSTER CANFIELD

.,STUDENi

10CATIONAL,

ORGANIZATTO 7-14

. HARRIS

VOGLER.AND

PATTON:

SPAZIANI

AND'COURTNEY PERKINS

COORDINATION

12-21 46-48
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INDEX OF CQWETENCIEeJOR:MiDDLE,MANAGEMEN'TY

CROSS-REFERENCED BY CLUSTER-ANUTUDY

!qp4,
4011,,

_

"CLUSTiR:

TEMPLE

UNIVERSITY PARKS

YER;, CRAWFORD -,-

-ANDILAMENS

UNIVERSITY OF ',..:

PITTSBURGir

HUFFSTUTLER,'

-11' ANDiCALLOW' :

PROGRA PLANING: M N ,

31-33;35-42'. 21-23DEVELOPMENT-,'
.

AND EVALUATION

1.173 i 2-26;28-34 1-42'1S47

;OPERATIONAL . . -

AANAGEMENT

.

64-75;81-92 1-1

.

174-211;337 361

,

4;9-21 5'

. ,

, '1 -2 3347

STAFF PERSONNEL 34;43-64. 16-20 62-80 82

STUDiNT PERSONNEL

AND GUIDANCE 76.00 24-32

212-245;

277-306 27;83-87;84-92

13 ;14;29-34;

38-54

SCHOOL-COMMUNITY

RELATIONS 3-16

.

246-276
_ -,. -55-62

.

PROFESSIONAL ROLE

AND DEVELOPMENT 17-3 307-336 1-4 . .63-80



INDEX OF CORETENCIES,FOR-ADMINISTiATORS CROS REFERNCED BY CLUSTER

AND STUDY

H. 'TEMPLE

CLUSTER UNIVERSITY

ADMINISTRATION 56776

imams;

OpERATIONAL 88-128;

13Z-154152--

NTERPRETATION

OF 129-131

AgISLATION

SCHOOL-

CitMUNITY 158-164

RELATIONS

FINANCES

AND 1 25;53-55

RCILITIES

STAFF 26-52;77-87

PERSONNEL 151;153;165;

172-195'

SOUTHERN UNIRSITY

UNIVERSITY PITTSBURGH

UNIVERSE( HES

.UNNERSITY;',

J BALTIMIE 1ENNESSEE. L CANFIELD' '7JINSTRUIENTY'

39;77-89; ' 9;12;13;16;21. 1S''', 1,

9.-108;114; -4;27-35 -7;25-34 25;27;3443; r4,1;43-51,

,

118 45;51;5,2.;57;

110;

121;123

141-159

124-140

40-76;90 98

i12;122

STUDENT

PERSONNEL

PROFESSIONAL

:ROLE AND 154-157;

DEVELOPANT 166-171'

109;111.11

115-117;

119-120 ,

5-12; 23;24;

14 26. 35 44--24-35;-39

3

17-1945-47 38;45;56

8-16 26;30;3240;

48;50;53;54;

59;61;64.

6;11;20;23;

33;41;42

10;14;15;34;

4 -53 36;44;49;60;

63;65

20-22

,

0-16

fE

12-14

15,18

31 0

-16-17

-6;114-140

141-159;

167-191

-62-96

. 17-19;28;29;

4%55

6,-16,19

8-10,17

-42;52-61



NITIAL TEACHER PREPARATION LIST DEVELOPMENT

In synthesizing the:.-lists forinitial--.tedcher preparationcit was

decided that the Model Curricula for.Vocational and-Technical Teacher
-

Education developed by Cotrell et al at the Center forNocational Education,

The Ohio State University, would be-used as a base for comparison. Func-

tional groUpings:used by. Cottell were.retained-. Pim this base, the-
,

following analytical procedures were followeL. Competencies in each of

ihe lists were Assigned to-the appropriate functional groUpinrand matched

against those in the Model Curricula. Competencies appearing in other

-studies but not ,j.ncluded in. the Model Curricula added in.-the-approp-

iate category.- From this process, a total universe of competencies

from all lists was derived.

Each grouping was theA reviewed and duplications eliminated. Ana

tatements identified as procedural fuilctiOns ox routineeliminated were
+

assignments, (e.g. take attendance, write passes
_=

Generic statements .so"

_broad as.to be l'inmesurable in form presented ( .g. maintain good relations

with others) were eliminated as well. Competence statements that Were

identified' MOre,extensively as management tasks were reassigned tb the

middle management or administrator lists, and removed from this list.

-The competencies were sequenced according to order of performance

and similarity unction. mall tasks listedIin individual studie$

which were part-of-a

representing the larger tas

larger
0

task were synthesized into one statement.

.g.-sub-components, of writing a lesson

plan were incorporated into one statement for lesson pTan:development).

Finally, the competency statements were edited for clarity and

_ace validation of-sequence.-



MIDDLE MANAGEMENT AND-ADMINISTRATION LIST-DEVELOPMENT

Synthesis of the middle management and administrator lists were accom-

plished in a similar manner to the--initial teacher preparation competencies,

with sdveral miner:differences Since there'did net appear to be a-"landmark"s

study at1these levels, no singLe: stud* was used as,a basis, for coMOarison.

e s et- of-categories- in-One , study-was _ adcpted__fcht_thi s=pro

ect. The various categories-in the existing lists were reviewed, and

esized categories established. All competencies.in each study were then

reviewed and placed inhe appropriate grouping. .Duplications were elimi-

-nated'. Generic and routine statements were eliminated, Using the saie cri-

teria as for- initial teacher preparation list.

Comp tencies' inore cleayly belonging to:a differ4ersonnel level

were then reassigned ttatements were sequenced, and eviewed,-,:again':-

\-
lfollowing.the tame proceduret used to compile the Initial teacher prepara-

.!

tion lists.

\

CAREER EDUCATION COMPETENCY ANALYSIS. ,

The.purp s of this phase of the research was to determine those

aditlenal compe encies needed. byilichool -personnel to implement a ca.

eduCatiouprogram.. The intdnt wa s to develop A list of CompeteAcies

-individuals invelv6d in the implementation of, career eddcation, and to

career education competencies relate directly,determine what_percentage

to ddvelopment of curriculum; -tofstudents,.to other school. persennel and

to the community. The procedures for this research are different, and the/

competency lists'shorter, bmusle-this ttudy addressed onl.* the unique and
!

-

-additional skills'needed 'r'carepr educators, whereas the vocational,

'lists attempt to identify all pedagogical skills needed--by those personne

as begun by locating e)0..sting lists of competencies for

'3

Research

8 0



caree-r education.-

in-specificity.

As-a second.istep for initial -data, job descriptions .re- onSibi

duties-and assignments for schobl-persennel in implementinicar

Many Of these liAs were relatiVely limi

were-identified.

'From these _sources of data, comprehensiVe lists of caree
. . . .

competencieserecreated for the--following--personnel-areas Adminitrators
. . ,

Coordinators of Career Education Programs Counselors ,Secondary Teachers,

ior High" School Teachers-and Elementary Teachers. A comP'etencY list was ,

,also developed for Business Industry and Labor personnel. 'Some of. these -

cistsrcontained up-to 200 competencies.

The competencies within each personnel level were separated according

o,the following-catego ies: Curriculum Development Career Development-

Maturity Community Related Activities Occupational Information and Acti-

vities, Sta f Development, and Philosophy pertaining to Career Education.

A synthesized list for each level was then-developed. As-in the

, vocational lists duplicate statements were eliminated, consistency of

rding was established, and the competencies.were sequenced according to?.

procedure and orderof Accomplishment.

'A questionnaire was then developed for each competency list to test

he validity,of the compétencies.among the groups within each:questionnairei

,,
,and across different personnel levels. Some competenciesmereplaced on. .... ", , ,

several perso nel level lists (e.g., job Placement cotpetencies) in an a

0

determine which person within the system performs these duties. Other

competency statTents were placed on all questionnaires (e.g. within the

staff development section, the competency,".. to increase interpersonal

81



skills" was retained on a 1 levels; within the philosophy section, the

-competency lity to explain the career education program to the students

et al"', was , r6tained on ill-levers).

After the 1st of competencies for each personnel levellyere derived,

Likert-type scale.was developed for rating the competencies. There vre

two .separate -areas of evaluation: "Importance" and "Frequency". The,impur-
_, .

tance scale-ran from S being "critical", 4-"important" "somewhat important"

2 "of nttle importanceli and 1 being "of no value". The frequency scale yas

also '.a. E scare and rap from tiperformed daily", to "performed regularly",

"performi on occasion", ot perfOrmeei.and "perfo eclby:spmeone-elSe=in-

the,program"-. _This doub e ra ing system was important as a:competency could

be .judged to be critical, but not frequently performed, per ormed by someone

else other :than the person #11ing: out, the questionnaire or'not-performed at

An additional column was added to the questionnaire under the heading

"not familiar with topic".

A cover sheet was-attached to each questAonnaire briefly eXplaiting- the

stUdy. This inclUd,,d: the purpoSe of the study, the sponSor of the:stOdy,

results woUld, be,used, and'the address to which to- mail the.

questionnai es 045i,AM6,

the competencies.

ographic data to bp included in the interpreta

InNorder to acquire a hroa4,national saMpling of career educators, he

questionnaires were taken fo-the 'Commissioner's Conference on Career Education

held in.HouSton From-November 7-10, 1976. Through ind vidual requests,

responses were solicited to the questionnaires from mord thari 2jarticipans

at the conference.. The lists of competencies included in this report were



'
taken from the qoestionnaires used 'during the projett. The final.interpretations

;

-have not been completed,to.date sbut will be published in the- Phasedii report

of this research stOdy. A sample questionnaire used is:included as Appendix E.

Similar qoestiOnnaires COntaining identical formats and demographic data-but

,differenti co4etences'Were developed for the other fiv&levels of pertcinnel.
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-

The following_pages include the vocational] and careir educat on
1-

1

competency-Jists_doVeloped as Phase I of this .Study, accOrding to the_
f-

'procedures foIlowed..=Phase II of this projeCtlwill provide validation

procedUrea for these materials, arid the results of a state needs assessmen

_ profeqsienal development. ert content validation of the vocational

competencies will be accoMplished through a consensus model. A, jury

will be establ shed to apply congruence'criteria to these lists .

jury will then be-use& to establiSh inter-expert agreemen

Appropriate statistical analyses will be applied.

ConCUrrent validation

subsequent

the career education competency lists will

be achieved through regress n models applied to the questionnaire data.

The results of this analys

--
for expert content validation.

ill then be ilarly presented to jury

The results of these furthe s will be presented in the Phase

II report of this' project.

COMPETENCY LIST'FOR'INITIAL TEACHER
P PARATION-IN VOCATIONAL EDUCATION

13,ROGRAM PLANNING, DEVELOPMENT,.-AND EVALUATION

1. Design'and conduct a community_suryey for-the geographical areA
surrounding ihe school to acquire information about the manpower-
needs of the community: Involve school_staff, representatives
from labor, business, industry; and-the State-Department of
Education .

e vocational educat On pro -s bas u on
community survey.

Identify the role and functioa of an 'adviso y committee _creen

_and, identify members to ,Serve_onthe commit ee.

Recommend appropria
the findings of the
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.

Orient the advisory committee members t their rblearidfuiictic

and cbnduct meetings periodically.

Serve as the liaison to theadvisory'Committee:in'developing,
interpreting, and iMplementing sbholl policies.

Establish- the overall purposes and goals-Of thevocational
,education,prograsi.- Base these goals on data indicating
structure and manpower needs of the local community, and the

philosophy.of the general'education,program,of-the schoel.

Based upon theSe purposes and gOalsi and in concert with the
advisory committee, establish tha occupations for which.training
is to.be Offered in the vocational education, program.

Foi%each.occupatiOn in the vocational education programOdent _y
the competencies needed for entry into tbe occupation,,specify.
the, performance standards for each ocCUpational task, identify
the knewledge and attitudes related to each'task, and establish,

an iif.prarchical order of .presenting these tasks for instrUctional

purpo8es.

Develop generatobjectives and specific performande objectives for

the learner to accomplish-related to,the taSks and activities

identified-in competence.

10. £stalishcriteriaforevaltating students in each of the
performance objectives,

11. Develop equivalent competency tests to use for assessing.student

competence prior-to instruction.

12; _Develop-admissions critera and procedures, reeruitMent:procedures,

and continued eValuation procedures:for students in the Vocational

program.

13. Acquire and analyze followup data regarding the placement, employ-

-ment, and training status of each vocational education graduate.

14. Prepare reports for the school administration,. State Department, and
community providing follow7ap data of the graduates, placetent .

records, students satisfaction with the program, and current

employment.

Implement all vocational programs in accordance with
for vocational education._

Condtict-a review of-the literature, obrain curriculum guides, an
utilize State guidelines in planning and'.writing'curriculum

materials.
-

17. Develop and:implement programs of cooperative education and -

,studY as an-integral part of the vocational program-.
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18. Analyze the long_range needs to implement a quality vocational
education program regarding facilities, equipment, supplies,
personnel,-and other resources.

19. Conduct periodic reviews of facilities and equipment to assess
their adequacy.relative to technological changes_ in the occupations.

20. Prepare long range educational, personnel, and budget plans
for the vocational education program.

21. Plan a strategy for implementing new programs and upgrading
existing programs in accordance with tochnological advances and
occupational trends.

Use a variety-of techniques, strategies,,press releases, an
documents to develop and maintain a good program image.

.PLANNING OF INSTRUCTION

23. -DeterMinerhe majOr units for a course Of Study, based upon
occupational needs and student needs and interests.

24. .Establish-the general objectives for eathunit.in the vocational:
education program and develop 'specifiC student performance
objectives within eackunit,-

2- "Sequence the student perfortance objectives into a hierarchicl;
order that learning progresses sequentially and'is related tO
the:Completion of the task.

Identify and write the learning content for eachAinit, the,per-
formance Objectives for the Student, teaching strategies, alternative
learning,activities for students, and student performance Standards.,

27. Obtain the supportive materials needed for the unit, including
tools and equipment, texts, references,- and other instructional-
'matorials.

28 Develop specific lessons for each of the performance objectives
within the unit (or groups of performance objectives) and write
specific lesson plans'. Each 'plan should include an introdUction,

body, and summary. Each lesson plan should also include a de-
scription of ,the student learning actk .ty.

Develop supportive instructionaq materials for implementing teacher
lessons. Include charts, programmed material, duplicated material,
and overhead transparencies.

30. Utilize audiovisual-teaching aids and devices such as movie
projectors, film strip projectors, tape recorders and_instructional
television.

8 6
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'Estab1ishcriteria for the sylection of textbooks, instructional

suppliesand-mat erials.r-and-cormnercially-developedinstructional-ai

32. Combine all- material from competencies 23-31 into a comprehensive
course of study Organized into a course-description, performance
objectives, instructional content, student learniu activities,
teacher notes and activities, reference materials, evaluation
criteria and support materials.

33. Plalrand implement spbcialiinstructional strategies and,activi ies
for disadvantaged and handicapped students.

:4. Establish an instructional library with a filing.and:eheckout sys-,
fern for relource materials. .

35. Provide student instructional,activities and organizational in o-
mation-for substitute teathers.

III. EXECUTION OF INSTRUCTION

36. Involve the student in such field-based instructional activities

as field trips, cooperative programs and internships.

37. Conduct student verbal learning activities such as symposiums,
brain storming sessions, group discussions, panels, questiouing
strategies, Tole playing, simulation and oral questioning. Present

information verbally to students through such strategies as'case
study problems, lectures, illustrated talks and analogies.

38. Present information with such aids as the flapnel board, flip chart,
chalkboard, bulletin boards, exhibits, models and real objects,
overhead projector, and opaque projector.

39. Present.visual stimulation through such mediated aids as filM.
ttripS, Slides,: sound motion:pictures; single concept" films an

videoTecorders.

40.. Direct, Students in instructing other studen _ through such tech-
niques as student presentations, group-supervised study and

student demonstrations.

41. Use the project method to present information and direct student
laboratory experiences.

42. Direct student study ok such written materials as textbooks,
bulletiiis, pamphlets, information (assignment) sheets and operation

(job) sheets.

Direct students in- preparing fox laboratory work using job plans.

Guide their progyess throUgh the use of.operation (Job) sheets

44. Use the demonstration method to present a concept or principle,

or to demonstrate a manipulative skill.



_

Provide legsons and instructions whic include an introdlidfOn.
Employ non verbal-techniques and oral questioning techniques
to reinforce learning,i Complete the lesson,With a ldssan'summary.

46..- Present information through such'unon-standard" strategies as
. team teaching, individualized instruction, and the assiStance of a

resource person.

-Individaalize the inStructional process by'providing enriched
instructionto the more capable student and remedial Work for the

-Sleiw learner.

48. Direct students in applying problem-solving techniques.

49. Establish a frame of reference from which students may analyze a
ituation from several_points of view. .

50. PrOvide Student assignment as followzup'instructional activities.

51. Establish learning environments that use written, teaching-machine
and computer-assisted programmed materials.

--

52. Develop learning experiences that improve skills "in all three.domains

of learning: .cognitive, affective, and psychomotor.

53. Use evaluation.techniques and strategies as an.integral part of the

teaching-learning experience.

54.: Provide pradtical shop and laboratory experiences that ieinforee

'classroom learning and pr.ovide for skill acquisition.

Provide instructions designed to maintain student attention during
classroom presentations and demonstrations; and4rovide motivation
for 'further student activity after the lesson.-

56. .Relate current events and technological advances associated with
the vocational subject matter area to -classroom instruction,

57. Assist students in developing study skills and positiv work habi

_

_IV. EVALUATION OF INSTRUCTI,ON

58. Formulate a grading system cons stent with school policy. Establish

criteria for evaluating student performance base'd'upon classroom.
instruction and laboratory (or on the job) experience.

Evaluate.the entire instructional program. Measure student progress

against tile student performance obj ctive.

60. .Develop a system for measuring-student progress that-will
cognitiVe, affective and piychomotor objectives.

-Consider the cumulative data regarding.student ability and
past achievement in evaluating currentperformance

-
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incorporate



62. Locate and utilize available standardized tests to measure achievement.

63. . Develop an instrument to evaluate the students' work work attitude,
qualities, personal traits and progress on the job.

Appraise student products according to oc upat onal performance
_

- standards.

65. Appraise student-products in relation to studen \per °mance ob-
jectives

66. Evaluate individual assignments completed through directed study
against student performance objectives.

67. Arrange for students to evaluate their own progress and'devise
self-evaluation techniques-fOr them-to Use.-

Work with students to -cooperatively.evaluatestudent performance
against'criterion measures (such as those identified in 'competencies
64, 65 aud

69 Develop cognitive tests re ated to the instructional objectives.'
Use essay type, true/false, completion, matching and multiple chOice
test items.

70. Develop a system for analyzing test results to measure both student
progress and the validity and reliability of the test.

71. Develop a system for measuring laboratory performance that includes
am assessment of student progress, laberator5r performance tests,

laboratory performance rating sheets, and assessment of student-
made products.

72. DeVelop a system of testing students orally,-using bb_ :teacher-
made tests:and commercially available products.

. _

DeveloP "case study" situations to test student problem-solving
ability

74. Develop a system for self-evaluation of the
Assess student.progress and/or achievemeht,
students in the avaluation process. Obtain

. fellow teachers and supervisory personnel.

MANAGEMENT

instruQtional rocess.

and involve the
information from

75. Pyepare a capital equipMent-budget proposal -or one, five and ten-

year periods.
,

Prepare an OPerating budget propoial_ for expendable tools, con-
sumable supplies; services, travel, profesSional memberships,
imstructional-materialS and references and periodidals.:

Recommend subject matter reference books and periodicals that
should be placed in the school library.
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78. Prepare purchase requests for approved vocational equipment,
supplies, and consumable materials..

79. Maintain an inventory of vocational tools, .&upplies, and equip-
ment.

80,7 Develop an inventory system for instructional materia s and
I .supplies.

8 . Establish a system for repairing and servicing tools'and equip-
ment in the laboratory.

82. Arrange ;he layout of the vocational laboratory to simulate the
occupational enVirt!)iiment and facilitate student performance'. .

8.3. Control heat, light and ventilation,in Vocational laboratories
and classrooms.

84.. Establish a policy for use of the physical facilities and:equip-
ment by other school personnel and outside groups

..:Arrange feradditional -Vocational.facilities to accoMmodate
expUnded enrollmentt and tethnologicaladvances.

86. Accept gifts or-donations of supplies and equipment in accordance'
with school policy,

87. Arrange for the storage and security of supplies-and equipment.'
Implement student cheek-out_pgecedures for tools and equipment._ . .

88. EstablishiaIaboratOry personnel systeM that includes a procedure
for cleaning and Maintaining the laboratory,,ind provides maximum
Usage of laboratory equipment and supplies by students.

Dovise a system for establishing and eollecting student fees for
supplies and other instructional coSts.

90. Develop.and maintain a filing system for,records and forms for voca-
tional reports required by the State Department of Education.

91. Develop a comprehensive safety-program that includes safetY
instructicti,presented to the.student, a procedure for attending
tothe first aid-needs of the Vocational student, and:ohe.that
provides approved safety 'apparel and devices for use around
hazardeus'equi'ment.

92. Develop-and complete student accident reports, using appropriate
:forms.

93. Interpret the legal and mval .provisions of teacher liability.

94.. Interpret and upho/d legal provision& and regulat ons governing
the employment of studcAt-learffers:

9 0
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-Establish-and-conduct-a-standard-order. f_business,eaEh_day-__

Adjust instruct onal plans and strategies based on obseryed
feedback from students.

C

Work with'students to establish acceptable standards of behavior
C

in vocational classrooms and laboratories. Uphold these standards
in addition to general school standards of expected student-be.-
havior.

98. . Encourage students to exercise self=discipline. Employ appropriate
disciplinary action when school code standards ate violated,

0

VI. GUIDANCE

99.. 'Develop and maintain individual student-files that contain infor-
mation-abOut-the-student±s-background-and-environmenty personal_
characteristics, subject matter.data, achievement, interests,
attitudes and attendance.

100. AccuMulate-occupational information about students through per-
sonal interviews, ihe interpretation of oecupatiOnal tests and-
inventories, and through feedback from students regarding occupa-
tional inventories.

Arrange with,professional staff for the administration'and
interpretation of personality, aptitude and intelligence tests.

102. Work with students in establishing and reviewing their educational
aspirations, career aspirations and personal goals.

103. Assist students in self-analysis for such capabilities as personal
interests, saleable skills, advanced training needs and study
habits.

104. Assist students in developing positive attitudes toward appropriate
work habits, quality workmanship, and working effectively with people
in various environments.

105. Develop constructive working relationships with students ane. their
families by demonstrating an interest'in them as individuals and
maintaining an open door polidy for-student consultation.

106. .Corifer with students and their parents at school and througk.home
visits tO diseussrhe educational and occupational deYelopment-of
the.student.

107. Confer with students on both.indiyidual and gro4 bases.

108. Commun cate with prospective and continuing students during the
summer.

Develop and maintain a system for acquiring and updating occupa-
tional information and job opportunities.'

'91
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-fib:- Work -iiiih7t-eaclieri-ind oth-er quiiifidd-

provide occupational and educational informatIon in helping
students address individual concerns.

111. Organize and maintain a job placement prograt foi students.'

112. Assist students in securing and,completing apPlicAtions for
jobs scholarships, and educational loans for college:admission.

113. Assist graduating students in Preparing for interviews with potential
employers.

1f4.-Write letters of recommendation for stUdents.

115. Zupply guidaned=staff with performance data about stud nts'and
exchange information on a continuipaasis.

110. Refer studenXs to guidance staff and othdi Specialists as needed.

117. Assist students with their problemsiby working-cooperatively with
-

,such outside agencies as health and/Welfare services.

118. Conduct follow-up studies of former vocational students.

119..Ascertain the'reason why students leave or disContipue the
.i.rocational education programl.

VII. SCHOOL-,COMMUNITY RELATIONS

120. Assist in 'the development of policies regarding school-community

....---

relat' 4 s consistent with .the-philosophy of the vocational program.

121. Plan,-acquirt approval for, and cOnduct school-community relations
activities.

122. Speak tO school and community groups about the vocational program.
, Use resources such as radio and teleVision to reach a wider

:audiend.

123. ProVide suchAgritten matirials as brochures, news releases,
newspaper' artiCies,,and displays to promUlgate the.prOgram.'.

124. Sponsor,student-parent activities f:ir the vocational education
program. Direct studentTresentations at these activities.

.125., Conduct an:open house to familiarize the.coftunity with the voca-
'tional-program.

1264 Provide consultant services .to local businessand indus ry.

127, Assist With Community, business, and industry-tpQfisoreVactiiii ies.

128. _erve,in professional-and community civiC, service, and social
Organ4ations fo improve the image of'the .vocational education
program.



129. Establish and maintaineffective relationships -ith labor,
Management, and manpower organizations.

,

130. Maintain liaison with union officials-and employers, employment
agencies, community organizations, and-State-Department personnel
for the vocational education program.

Maintain good relations with other schools. Use these relations
to obtain-feedback regarding the vocational education program
and its Status in the community, 4

132. Analyze enrollmenttrends to determine student and parenfii

acceptance of the vocational educatiof1,rogram ,
_

Use parental and community opinion surveysto obtain information
about the status of the program.

134. Obtain feedback regarding the program from the advisory committee.

135. Acquire information' from members of the community "power struc-
ture" regarding their'expectations for the vocational education

program.

136. Study community voting results on financial issues effecting the

vocational education prograth to determine the levelfof community

support

137'Z'StUdy in-school election results (student council, etc.) .to determine

_the image,of the vocationaistudent in the school.,

138. Develop a procedure to use, field-based'laboratory'experiences
provided by citizens ip the community as'effectiVe student- ,

learning stations. -

VIII. STUDENT VOCATIONAL ORGANIZATIONS

139. Obtain approval from the.school administration to establish

student vocatiOnal organization.

T140. Contact Stat6 Department personnel to identify the steps..: be.
' followed in organizinga Student vocational club; solicit help

from the State Department in implementing-the clujr).

141. Acquaint prospective members,and their parents of the purposes,
activities, and values'of the student vocatienal organization.

42. Organize a student steering committee to assess interest in,the
vocaiional organization. 'Conduct organizational meetings, and
develop a constitution and by-laws.



143. Condudt initiation activities for 'the studentorganization in
which new students receive an orientation, and an election and
installation of officers is held. %

144. Conduct leadership training sessions forithe officers of the
organization to help them carry out the goals established in the
constitution.

145. Work:with students to develop a yearly program of work for the
student\Nocational organization.-.

146. Supervise sohial and educational activities of- the student
organization-,,

147- Inv ve students, parents, andinembers of the community in con
(Luc. ng and\publicizing the activities of the organization.

149.

eVelop and Monitor a financial management system fbr
the student organization fuhds. Conduct'fund raising even s.

r

Maintain a file-Of publications, handbooks, and serapbooks
regarding. the activities of the student organization.- .

150.. Evaluate the stddent-vocational organization.

1. Affiliate the student vo ationai organization with state and
national vocational or- nizations. Prepare.annual reports,:and
provide advice, for\student entries In state and national/contests.

152. Send student representatives to district, state, regional, and
national student voCational organization activities.

153. Assist in the development.of rules and
student contests. Participate and serve as an adviso- and/or
judge for contest5..

cedures far conducting

154.'Maintain the student vcieational organization as an int gralTart
Of the'instructional prt4 ram for-the vocational area.

bOORDINATION

Conduct occu ational tests\ studeht interviews, and,parental_

interviews t& gather data regarding studerit -preferences for
work sites.

156. Establish criteria-and procedures for lecting student-
learners-fer cooperative 'education.

Match student-learner character-
to appropriate Work environments

ics, interests,



158. Establish trainingstatiOns, as acceptable.based upo_ e training

potential of/the job, the qualifications of the o
instructors, and the educational and safety'adequ-zy:of the
facility.

159. Negotiate on-the-job training hour's, wages, and conditions,
consistent with union policy.'

160. Develop'a training agreement between the student-learner and
the cooperating employer th4 inclbdes -school and work schedu es,
a training plan and the responsibilities of both the student an

trainer,

Promide_appropriate information and forms_regarding_federal and
IState Wage and houir classifications, legal safetrrequirements
work permits,'reimbursement information, and other,legal-iss
related to cooperative'education.

162.1 Establish procedureS for developing an& maintaining-good working
reiationships between the student and the trainer. Include role
identification, on-the-jobtraining,Jnitial interviews, and
appropriate'safety and protection procedures.

163. Deve p.and impleloent a plan for supervision of oh-the-job'
training. Share the plan with the scbpol administration and the
employing institution.;

164 Analyte,student progress reports to determine future job,potential,
additional training needs, and such affectiVe ,consideratlons as
attendancey proniptness; workingrelationships, etc.

16 Coo climate suggestions rom onthe-iob trainers'to provide relat'ed'

Instruction in school,_or areas of t4eAness.

164. Evaluate the quality of-the'en7the-job tra ninrreceived by the
student. -

167,

168

16_

17

Sponsor employer-employee hppreciatiOn events at the end of

training situations.

1

Coordinate related instruction-and:information from the adVisory-

committee to maintain instruction/in the most recent -technolegy
.a

of the occupational rea: 7,--

-P

fi

Assist the student.in obtaining- work placement after training.

.

- := A
,

Conduct conferencesyith both students and,trainers to lmtmove the

student P'erformance iiia speifY-,deficiencies in the training-

environment.,
-. .

7 Provide remedial ,instruetion in school to correct on-the-job
deficiencies.'

.-
172. Develft--op' S positive procedure for rembving.students from training

stations wherCit is in,the best interest of the' stpdent or the

trainer to t rtinate the relationship.



PROFESSIONAL ROLE AND DEVELOPMENT

173. Promote the attainment of the goals of the teaching profession

by maintaining ethical standards.

174.:Express a professional philosophy consistent with the:Joals of

the teadhing profession in.general,:the goals of general'

'education, and the goals of vocational eduCatiOn.-

175. Exchange observafional-visits, innovation , and ideas ith

others in the prolfession.

176. Support professional organizatiens through inbership 'and

attendance-at-meetings_LFunction as_an oficer tir chairman Of
committees, and provide representation at state', reglonal, and .

national meetings.

C177. Contribute to the literature of the profession by writing articles

or books; or by'conducfing and/or participating in experimental

data-collecting research activities.

178. Assist in orienting new teathers to the scho1system.

170: Conduct personal evaluation, through Self -sis, adMinistrative-

evaluations,. and peer evaluation.

180. Maintain professional certification by en oiling in graduate,

extension, and in-serViEe educatidn programs.

181 . ,Expand your educational background and leadership potential by

achieving advancedelegrees. Maintain a level commensurate

ith professional abilities and limitations.

182 eep up-to-date through professional reading and through a:expiring,

new occupational skills. Record these activities in an up-dated

prof_essional persOnnel file.

183. PartiCipate in non-instructional school.activities: such as

cafeteria supervision,-bUs duty, etc.

184. InterPret the policies and regulations of the-local schooL
. ,

.

-district to the student teacher and other Potential teachcrs

clubs,

-185. Supervise student teachers in a positive fashion by assigning

appropriate responsibilitiAl.planning constructive activities,
and perfOrming as an effective role model for student feachers."-

-y

186. Confer regularly with the student teacher and college suliervisor

,regarding the progress, success, and deficiencies of the student

teacher.

187. Prepare proposals for external funding to meet tpsearch needs,

duct training programs,-develop curriculuM, or conduct other

activities appropriate to the-profession.
_
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188. Read and interpret research findings both .as a consumer and
researcher.

189 Demonstrate-a knowledge of the concepts Of.career education.
and its relationship to vocational education...1-

190. AssemDle and Maintain professional resource materials for personal
use.

191. Demonstrate appropriate work ng relationships with other teachers
in the school.

'192. Identify-and interpret the majarYfederal legis dtion which has
provided the foundation'and'Eurrent fundinkreCr vocational education.

193. Relate the vocational.educational curriculum to thostotal in-,
structional, program in a comOrehensive-high school.

194. Promote unity and balance between the vocational and academic
components of the total educational enterprise.
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COMPETENCY LIST FOR MIDDLP MANAGEMENT

-IN VOCATIONAL EDUrATION

PROGRAM PLANN NG, DEVELOPMENT, AND EVALUATION

1. Develop the rationale, goals, and Scope of the vocational educat on.

'program. Establish the individual cUrricula that will comprise

-this program.

Collect manpower data for program development. Conduct a community

survey in addition to existing data.

Develop short and long-range program plans for impleMenting the

program, based Upon the rationale, goals, and manpower surveys.

ConduCt an occupational analysis-for each occupation to:.be

taught. Establish the content, the standards of performance
for each task, and other data needed for developing Performance

objectivei.'

Supervise the curriculum deve opment prbcess for-new pr grams,
as well as for up-dating curricula of existing programs.

Assist staff in developing and implementing courses of study.

Assist staff in writing general and specific (performance)
objectives for their courses of study.

Review and evaluate courses of.study developed by the aff.

9; Assist staff in designing teaching strategies. Use appropriate

supervisory and helping techniques in this process.

10 Prepare recommendations for course and program changes.

1 DeVelop and monitor a system for evaluating instructional programs .

COnduct.continUous evaluation of on-going programs. Prepare

and submit reports to-appropriate individUals and groups-includ-

ing teachers,.school administration, advisory committee, schOol

committee, COmmuhity groups,. etc.

Tevelop cooperative education programs.

-9 8



14. Develop and maintain an instructional, esource center.with

instructional software and hardware. ,

Identify the role and function of an advisory-committee. Establish,

utilize, and evaluate the success of advisory committees.-

16. Conwlt with specialists, advisory committees, and administration

in the continuous implementation of programs.

Assist teachers in the development of a-student evaluation syste

ncluding performance standards, tests, and a grading system.

18. Develop and administer a system for faculty evaluation that in-

cludes teacher self-evaluation, clinical supervision, and admin-

istrative and,student evaluation.

9 -Develop. aster-program scheduleslor faculty and sZudents.

20. Assess facilities and equipment on a long-term.ba
maintenance and upgrading of the vocational program

for the

21. Identify-the legal and moral implications of studentsafety
precautions, safety regulations, and the implementation of

safety programs.

22. Review And implement programs (using federal.and sta e resources

where possible) for disadvantaged, hUndicapped, and other persons

_not included ln regular-vocational programs.
-

OPERATIONALMANAGEMENT
6

'23. Prepare capital outlay budget proposals for one, five, and ten

year projections to meet educational goals.,

24. Work with faculty to prepare annual operating budgets for

personnel, supplies, materials, contracted, services, travel, etc.

2 Establish a system for ordering and proces
ment, tools, supplies, reference books, pe

materials.

ng payment for equip-
odicals, and other

26. Establish a perpetual inventory system for equipment, tools,

suppliesi books, and instructional matpria s.

27. Assist in procuring surplus equip ent from state and 'ederal

centers, and agencies.

28. -Arrange for the storage and security of supplies and equipment.

29. Establish an accounting system for revolving funds that will accom-

modate the flow of cash for the vocational programs that provide

goods and services to the public.



,

31. Prepare and maintain a schedule of charges far school-produced
_

items and serVides rendered to the public.

-87

Implement a system for approving staff travel and reimburs
travel expenseg.

ng

Develop a ystem for determining and collecting student Lees.

Plan and adMinister the student transportation system.

34. Determine the needs for adequate and appropr dte fadiliti

35. Develop a plan to acquire (purchase, lease, or rent) needed
facilities and equipment.

6. Recommend changes in facili ies as needed to up-date equipment
or to expendlcontract space for changing StUdent populations.

Arrange for the appropriate layout of vocational facilities by .
either modifying existing facilities or developing new ones.

Establish criterfa for preparing facility and equip ent specifi-

cations.

Design and implement a Safety inspection program both the,

physical-facilities and thejnstructional program According to
state and federal regulations.

40. Establish procedures for the maintenance, service, a
tools and equipment.

4i. Supervise the establishment of a system
procedures for tools and equipment.

42. Supervise the establishment of a stud nt

and clean-up system.

43. Assist in developing .

facilities by outside vo

studen_

epair of

chia-out

aboratory perSonn

a ions for the use of the ati

44. Interpret and administer federal and'state lations regarding

the operation and utilization of vocational facilities. And Pro=

grams.

Identify' areas and progra
develop and submit propos

elieble for special fundin
for these programs.

Complle data and prepare'reports for the State Depa
regarding student enrollments ahd costs,

\

:Establish a recgrds management syStem_for students,
phxsical Plant, and ptibi,it information items.

Establish procedure5=for visitors to the voc. iona
fpr conducting guest tours:

.
.
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49. Utilize legal counsól as needed.

lievelop and utilize teacher and student handbooks of poli ies,.
rules, regulations, and operational procedures.

Maintain a departmental bulletin board with appropriate faculty

Develop an organizational s ructure for the program, identifying

personnol relationships and responsibilities.

Develop and maintain a public relations program within the school

and throughout the community (see section entitled school-

community relations.) --

IlL STAFF PERSOM

54. Determine t e number o profession and non-professional per-
sonnel needed for safe and efficient program operation.

55.- Prepare accurate and detailed job descriptions for all poSitions,

establishing the Plies, responsibilities, and relationships' of

every staff member.

Develop and iMpleient a system for selecting and employing staff.

Include the establishment of selection criteria, conducting inter-

views, applying screening techniques, and commUnicating recommen-

dations for employment.
. ..rh

5 Develop and implement an induction and orientation py gram for

new personnel.

58. Implement a
certificatioh

system regarding the status of staff
appropriate State Department requirements.

Establish a system to' record special atsignments given to faculty-

Maintain an equal distribUtion of work load among the entire

Staff.

60. Assist in the development equitable and sound salary structure.

.61. Maintain a personnel record system for all'staff members:

62. Establish-criteria for evaluating teaching performanc (see pro-

gram, planning,'. development, and evaluation section,)

63.: Establish-a roster of substitute teachers.

64.. Serve as the liaison between the vocational programsrand other

school programs, the community, home, business, labor, and industry.

65 Promote good human relations:between the staff members and

maintain discretion regarding sensitive-information. Involve

staff in' the decision making process, to theextent possible.



66. Develop and-utilize communication procedures for staff members

.to voice their problems, complaints,and flrievances.-

67. 'Be active in local and state ass ciations and encourage fa.cul y'
to4dia the same (see professional role and development section.)

Plan, direct,and participate in Staff meetings. Conduct staff,
meetings that have clear, 'objectives and measurable outcomes.

68.

69. Develop and participate in in-service programs addressing
faculty needs. Include the assistance of teachers in the
instructional process, and Such administrative func ions as
developing individual program budgets.

70.= Wprk with steff'in conducting on7going research _A, improve the ,

instructional process in the: classroom.

71. Maintain an accurate data-base regarding studen
placement.

STUDENT PERSONNEL AND CUIDANCE

72. Establish a basis for determining the total number o
that can be served in each vocational program.-

:chievemen_ and

:udentE

73. Develop and adMinister procedures for selection', o
and registration of students into each prograM.

entation,

74. Supervise.a system for maintaining,accUrate student attendance,
autobiographical data,-achievement testst,and evaluation records.

75. Use appropriate instruments and tests for meaduring student
interest and career eSpirations.

76. Establish a system that Tdill provide continually up-dated
occupational information and job'opportUnities for students,
as well as post-high school training and educational opportunities.

77 ;- Use consultants wheaneeded-to.provide.inforciation and services
to dtudenta.

78. Select' and administef standarized tests as heeded for complete
Student information systems.

79. Develop an& implement a system
system should include placemen

s-of graduates.

-tudent follow-up. This
employment, and training status

80. Establish, e,sy tem _sfor determ ning why students drop out of the
progrm."

Work with-locil employment agenciec to help students in place-:.-
ment end referral.
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82. Be informed of, and comply
rights.

g_slation'regarding studen s

83.= Provide studen :'with skills in.the techniques of interviewing

and completing job applications.

84. Write letters of recommendations for students as. art of their

comprehensive referral folders.

85. Conduct group counseling aessions as needed.

,86. Meet -ith students and'parents individually, as appropriate.

87. 'Adininister a safety and medical service,p grams-for students.

88. Develop a system.,for upholding. and administering school standards

of Student behavior.

89. Develop, a program of student. governmen

90., Approve and administer studentsocial, recreational, and

athleticactiVities.

91, Involve parents and studerita in student vocat ona
organizations fOr each vocatiOnal area. This activity should..

Asaisting with'the astablishment,Of the'organization;
condycting meetingsproviding:leadership training;: establishing
a program of work; fund-raising adtivities: conferenee parti= \

cipation at the local, regional, and state level; conciticting

public'relations; affiliating with state and national student
youth Organizations; involvinkbusiness and indUStry; and

providing other activitieses.appropriate to vocational youth

organizations.

.BCHOOL-COMMUNITY RELATIONS

92. .Preeent a phiiosophy of vocational education ponsistent w th the

goals of theschool, the vocational program, and the Voca ional
faculty.

93. Speak to school and community groups regaring vocat onaled-
ucation and the specific vocational prOgram

,

94. Work with bUsinessiindystry, and,trade associations ln the

community through:established liaison and placement opportunities.

95.. Utilize the advisory councils and=coMMittees established for
,

_

each,VoPational program.

Se ve in,professional on-vocatior.al organizations in the Pomm-

un ty,-such As civic associations.
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97. Serve in professional non-vocational organizations in the
community, such as; civic associations.

98. Conduct cotmunity surveys to obtain objecti'e information and
attitudeS toward vocational education.

Serve as a consultant-at7large to the community regarding
vocational edhcation and traihing programs.

100. 'Obtain information from parents rekarding their perceptions-of
needs-for vocational education programs for their youth.

101. Conduct-open houses at least twice a year to,bring parents and
other members of the community into the vocationar'lacility.

102. Publish news releases and newsletters periddically regarding'
the activities and successes of the vocational program.

103. Provide brochures that aecurately and comprehensively describe
the programs offered by the school.

104. Maintain disi;lays of products.and services offered by students
in the various vocational programs.

VI. PROFESSIONAL ROLE AND DEVELOPME

105. Keep abreast of current literature related to vocational and
general education.

106. Provide leadership to the faculty by broadening their scope and,
understanding of the contribution and services of all vocational
areas to a total comprehensive program.

107.. Serve in,a membership and leadership capacity in professional
associations related to vocational education at the local, state
and national level. Attend conferences regularly; serve on
appropriate committees; make presentations at regional and
national conferences.

108. Provide in-service education for peW eachers regarding school
,

policies, practices, and procedures. Provide professional de-
Velopment for experienced teachers in current researCh and
practice related to the teaching profession.

.109. Maintain-professional certification through continuous, enroll-
ment in:graduate, extension, and in-service_education.___

110. A;quire new Occupational skills to keep abreast with.advancing
technology.'r:Attend industrial schools, training programs, etc.

11. Maintain up-to-date inforffiation regarding new occupational
ma erials, methods, and media.
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112. Direct research projects for Improving programs in your school.
Review and report relevant research to your staff. .

113. Publish articles and other appropriate materials that contribute
to the literature of the profession.

114. Assfgn responsibilities to the student teacher commensurate
with his/her background, know:edge, and experience. Work

closely with the college or univtVisty supervisor in evalua ing

the student teacher and assisting in his/her professional growth.
--

115. demonstrate exemplary teaching-strategies to the staff. Provide

clinical supervision for staff as requested:

.r
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COMPETENCY LIST FOA ADMINISTRATORS ,

. IN VOCATIONAL-EDUCATION

PROGRAM ADMINISTRATION

1. Develop a- philosophy Of Vocational education for the School- district to .

provide programatic direction. Include goals, purposes, objectives, and
the integration of the vocational program with general edu'eation.

- ,

Communicate and establish a philosophy of vocational education among
the staff that is bromi-based across all vocational areas_and_conkintent
ith the goals of general education.

Inform othereducators and the general pilblic o= the
its purpose, and delivery systems.

tional pr gramr

4. Deaign and administer a data -analysis and reporting system to provide
information for.State Department reports and for prografnmatic decision,
making. Includesurveys to determine manpower needs, community resoureeS,
student., placement opportunities, parental perceptions of'the program,-etc.'

Work with-local, state, And federal,agencies in determining the ocCepa-
tiens far which training is to be offered, and in developing local
programs.

Prepare annual and Ong-range program p

proyide leadership among the vodational faculty for the develepmentOf
eurriculumend instructional.guides. Currie-Laura should be based:upon
occUpational task analyses- ,Courses oCif5dVshould,-include, performance
objectives.

--Establish and monitor an instructIonal resource.center fo
and distributing rnstructional software and hardware&

Establish and administer standards for program.and facu
evalue .Assess the.quality of instruction.

IO. Design"and conductresearch.to measure the results of programs.based
upon student achievement. These.ileasuree,should :include gonSideratiOn

of both the effectiveness' and the efficiency-of-the progrmns,

dinate the activities of the vocationalprograms in the district
eaZhb-CinTpenent has a relationship to the entire program.



12. Develop and monitor cooperative vocational education programs.
2

13. Adapt existing instructional programs to prOvide occupat4onal pre-

paration for students with special needs. Design new programs for

special needs populations with unique needs.

14. Develop a schedule of course offerings, and-Schedule staff and facilities

for maximum program utilization. Identify and use consultants for such

areas as curriculum development and review, research, and program.

evaluation.
6

Design and administer a safety program that will meet legal.requirements

and safety standards for optimal utilization of equipment.

16. Plan and imPlementadult occupational'eduCation programs,

17. ,Assist in the adoption of-text and _eferonce books

18 Establish policies and develop a policy,manual for the total vocatiehar

program and staff. This includes both the'administratiowof polities

fortheentirt sChool diatrict as well as:the generation'andapproval

of policies unique to the vocational programs.,

19. Provide and solicit suggestions for policy modifications as appropria e.

20. Establish an internal-communications system to keep the to al staff,

informed of all aspects of the instructional prOgrams, ppli pro7

cedures, instructional methods and materiall, etc,.
- .

04

21.- Establish and enforce student policies rules, andrE

22. Develop and administer a guidance program.

23. Maintain contact with employment agencies.

A. -Establish and maintain a record eeping System for students, tachers,

'facilities, and equipment.

25. Design andaqiminister a data-gathering systeinto maintain accul :e,

(vstudent retords of 7aChievement, interest; career goals, placement, and

follow-up data regarding employment and training status of ,graduates.

'26.- Establish a systRm for measuring .student satisfaction, and the reasons

why students drop out'of vocational Programs.-'

27; Work witirthe guidance personnel:to develop a system-that provides occu-

pational information;-manpower, and placement Opportunities on local,

, state, and national levels,.

-Establish criteria for accepting students into the'pirogram and provide

data about these students to thestaff,1 as inputa to instructional, sys-

tems.



29: Establish graduation requirements.

30. Develop and administer A grading system coMpatiblejlith.or convertible

to the grading systems used by participating-schools in the 4istrict. .

31.= Develop a Aem,for in-service programs on an- en-going basis, incldding

suet' activi'zies as workshops, field trips, vest speakers, etc.

Provide leadership in the establishment and functioning of advisory

committees for all vocational areas including the recruitment of members,

designing the purposes and format of the working relationships within

each committee, and evaluating the effectiveness of the advisory groups.

Direct pilot and demonstration projects as exemplary programs..

II. OPERATIONAL MANAGEMENT

34. Establish an organizational structure and represent this stru ture

graphically an Organizational chart.

Identify the Character, purposes, and impo ance of forrmal and informal

organizational structures, and work within these strucfures to achieve

programmatic goals.

Conduct staff meetings, involve members in the discussion, and summarize

results. Assure that all meetings contribute toward the achievement of

school goals.

37. Design a feedback and lelloW-up,system to provide s uden evaluation

data, to the instructional staff;

38. 'Develop a system for routing printed materials, mail

supplies to staff.

Inform teachers of current literature, including instrUctiona

anciresearch-projects-

Attend county court, city council, and schoo board etings in ma

relating to vocational ducation.

41. Prepare reports of school activities for public information.

42. Conduct continuous evaluation Of the programs', students;-and staff;

Insureprogress toward the planned program objectives through this

evaluation and feedback mechanism.

Participate instudent 'assemblies and activities,

4. .Analyte and solve daily,operational'problems; gather

-causes, develop alternative courses of action:

108,
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,

Interpret, communieate, and administer federal, sta-te, and local

policies end regulations that govern and regulate the operation of a

vocational program.

Develop and maintain up-to-date teacher and student handbooks and

;dperational procedures.

-Keep On-going records of studentsteachers,.equipment and facilities

,for monthly reports.

48. Request servicasof State staff and consultants When needed.

Serve as the liaiSonofficial between the vocational programs

-.,:Cfpating_sdhoolS.

Keep participating schools informed of activities of mufdal-intere'st and

concern.

=

Sl. Nhintain hrecord of newspaper clippings of:schdol activities.
, -= )

52. Develop and implement surveys as needed for,data collection,

Keep:informed of and coMmunieate:special-federal-And-state'funding-
.

.

_ortunities:'

Utirize.legal-council_for_faculty and staff as needed.

--
-Establish a school calendar and schodl closing notice proc

:Meniterthe hafety'rprogram.--

student lunch and transportation

programs. _ ,

'INTERPRETATION OP LEGISLATION =

Identify, interpret; and apply federal, state and local vocational

education legislation, regulations, and policies, as well as other

relevant state and federal legislation (such as CETA).

Interpret and implement the state specifications for vocational

education facilities.

150. Interprethtate certifitatioreqUirements for instructors.

DeVelop-and-monitor-in-school

-

61.. Interpret and apply pyblic "right to know" laws and regulations.

-62. Interpret the_legal responsibilities of vocational teachers.

-63. Explain federal and state legislation to local educators and the

community.

c=it,



I. Utilize State Dept. persbnnel when their expertise cb assist in
implementini the vocational program.

65. Cooperate w th state'staff members in promoting,
;piling and evaluating vocational programs,

Prepaie project proposals for funding based on State Board o
"-Vocational-Technical and Adult education criteria.

67. Prepare proposals f'or federal and other state grants.

68. Assist in the development of new legislation
ucation

to:support:vocational

69. Work with federal and state legislative member
---.cause of vocational education.

SCHOOL-COMMUNITY RELATIONS

o,furtherthe
_

-

70. Plan,a comprehensive program of school,-community relations to reach
both external (community) and internal (school) publics. Involve

communiti representatives in this planning and development process.

71. Describe to vocational education staff members how they can improve .

their image by productively participating in community, civic, service
and/or social organizations

72. Identify ways of-involving'the staff in the community to build-better
public relations for vocational education.

Obtain informal feedback on the vocational program by helping your
managers to establish contacts with individuals in the school and

community.=

Ascertain and evaluate public_opinion,abOnt_vocational programS
through-community. surveys and other feedback=iedhanisms.

75. Establish-a method for evaluating,the degree to-Which the:objectives_
of the community:relations program have been met.

76. Make Pablic presettatiOns te schoolsand community groups abbut-the
vocational program..

-77. Coorditate,the;use,.of:occUpational craft) advisory committees, as'

-well as ateneral vocational adfr'isory-council.- Ettablith A-handbook--
expl ining the:role and function of each committee.-

78. Publicize the establishment of the vocational,advisory committees,
their members, their functions, and the Manner_in which individuals
may participate in these advisory committees.

y,

'7 Establish a term Of membership and a system of replacing and rotating

members of advisory committees. ,

80 Attend county court,,city council, and school board meetings in matters

relating to vocational education.
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'Identify supportive community service groups. Assist these groups

with their sponsored activities.

Hold membership in civic organizations; attend meetings; serve on
community committees.

Conduct,an.open house to familiarize members of the school and

the community with activities-of the vocational'program.

Write articles for the new media about newsworthy activities being,

conducted in:the vocational program.

-85 . provide brochures to acquaint the school-and community with various

r aspects-af-the-vocational-program,--_-_
, .

'186. -Work with different'raCial and etkniO-groups_to promotegood'relation
ships witivall segments and special ,intereStIrouiWWithin-the

community. .

87. Obtain state and federal services and re ources in designing and

implementing.the public relations program,.

88. Use business and industrial contacts to:assess the-effectiveness of

the classroom instruction tothe needs of the student-Iearper and to

the needs of the prospective employer.

Prepare'-and recommend cooperative agreements with other agencies

that may serve as bases for cooperative work-study pro ms.

90. Meetand confer with Visitors.E-Stablish-a-system-for-referring '

viSitors to approptiate'personnel and fortonducting tourse'-'
- ....

,

Work closely with teacher education institutions-in developing effective

programs at the pre-service and in-service levels.

_92. Contribute to studies, commissions, and.investigations sponsored by

professional organizations and governmental agencies.

FINANCES & FACILITIES

93._ Determine,:with-selacted s aff-members, the specificneeds for adequate

= an&approptiate-facilities to operitetheestablished-and projected

7-77-iducationa1-prOgrams.

94. Review and approve (or submit to the Board for approval) recommendations

for changes apd alterations of the physical facilities to provide

improvement or expansion'ofthe instructional program.

95 Develop, with selected staff members, a plan to-acquire the needed

facilities to operate an effective aad efficient educational program.
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Plan vocational laboratory layouts to gain maximum benefits from

.available space; equip teaching stations to achieve the stated

objectives for each program.

97. Review.and approve recommendations for new and different types of

equipment to keep the instructional program compatible with the

needs of business and indu'Stry.

98. Arrange for additional vocational education facilitiei. tb accommodate

expanded enrollments and technological advancements related to the

vocational-program-

-99. Procure when available; surplus-equipment tools, and supplies from

_eral dispersarcenters.

_100. Becbmmend to the-Board a prograni to ProVide regular inspections

throughout thiachool, inclOding ihstrUctional areas, to -Iodate

_hazardous conditions'and'rtake'those steps needed_to correct-unsafe.,

conditions-

101. Estabrisha preventive maintenance program for equipment and facilities.

102. Develop and submivasecurity System to protect the school building

and equipment from damage_ancLtheft:'

103. Review and approve a system for receiving, storing _and distributin

all supplies and materials.

104. Develop(and Submit= for,approval := policy_to regulate the7use:of the

'SChpal bialding and facilities byeutside,groups an4;individUals.
_

105. Set the standards and supervise the quality of gehousekeeping-through-.

out the school and grounds.
e-

,

106. Supervise the,deVelopment ofthe operating budget in line with,approv

program plannibg=and established priorities; allow for flexibility due

. to price changes, enrollment changes and new products.

07. Analyze the cost of operating each of the instructional programs.

108. ApproVe and administer an acceptable accounting system, providing for-

checki and balances and audits, for the control of all appropriated

school monies in line with the approved state' accounting manual.

Direct7the-development-of7a-fisCal-Tapagement_prcicedure for acquiring

_operatignal:fOnds throlaghltaxation; advance payments, vouchers'and -

reimbursementa. _File reimbursement reports with the State Depart-,
. =

ment of EducatiolL

110. Direct the development of a program of investmen s and interest-

bearing accounts for inactive funds.

ill. Superviie the preparation of and submit periodic reports to the gov-

erning board and appropriate operating committees relative to_the _

financial status bf the school. Propire local, state and federal

reports.

112
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2. .Reyiew and appreve a'perpetual inventory system to accurately ac-
,count for equipment, tools, supplies =and materials.

113. Review and recommend the administrative details of the appropriate
insurance programs carried by the school and the insurance program

ithich will be offered to students as school. insurance.

114. Develop and administer a system for approving travel exenses for

members of the staff.

1'
11 Review and recommend to the governing body a sceduieof charges to

be made for schecl-produced items and for services rendered .

116. Establish, rates and provide far the collection of student fees.

117. Develop, administer and communicate a procedure for establishing
priorities for the use of funds and other available resources.

=118. _Determine _the appropriate_ criteria' fer writing -specificationS or-7
the purchase of equipment, tools aridT supplies in accordanee with

the school code.

119. Keep informed of and comply with the regulations rega ding the use

of ,bids in -the purchase of equipment, _supplies and serviCes.

120.' RevieW and submit for approval specifi==ations for the, purcha e of
equipment , tools 'and supplies.

s

121. Review and submit for approval appropriate reconmiendations to the

authorized purchasing ayent for purchase.

-

122. Direct,preparation of long-range projections, of -needs for facilities:,
equipment ,arid supplies and financing of existing and emerging vodi-

.
tional education programs.

123 Direct the preparation of ma erials for and promotion of passage of

bond issues affecting the vocational education programs

124. Identify major sources of- funds for the support - of developmenta1 and

research programs and effective -methods for- their- procurement. s

125.' Interpret and apply transportation laws and regulations.,

, 126. Establish a vehicle maintenance pro

127. Schedule and oversee the community's use of the

VI. STAFF PERSOiNEL

128. Develop an organizational structure and chart to show the

ship-of each individual to the organization' as a whole.

29:- Establish an effectiv "chain of cdnunand" with

visor at each level.

responsible_super_4

13
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130.
-

Idetify the strehgths,and weaknesses of each staff member. Assign

ta.---sks appropriately and provide helping supervision to overcome.weak-

nesses.

'131. Balance work loads and equalize assignmen
effective sCheduling,.

taff members t

132. Keep staff members clearly informea as to what is expected of them.

Use HBO (Management by Objectives ) or other appropriate goal setting

and adcountability mechani.sms.

Assist staff members in defining goals, tasks .and purposes of new

programs as well as developing new approaches to instruction.

1 4. Identify factors which provide staff members with job sat sfaction and/

stir jeb-dissatisfiction

138. Incorporate diverse points of view on decision-making regardi

versial issues. Explain your decisions to staff members with

ppropriate -rationale.

-136. Secure assistame from the staff in solving.operational progra

Give due credit to staff members for problem resolution.

137. Maintain staff morale by providing a clear, open, n
to address issues of concern.

8, Inform Staff members Cff accepted methods for resolving staff grieVances:

139. Develop, Maintain and promote good human relationships in all dealings

with-the staff and student.body.- Hold inviolate personal, business and

political informationL

ILO-. Plan and direct staff.teetings with-specified objec ves, interactive

communications and meaSurable outcomes..--._

141 Determine the number of professional and non-pr fessienalt'support per-

_sonnel required for the efficient and economical operationof the school.

2'

142. "Develop job.descriptions for-positions. determine sources of applicants

and implement A system for the recruitment, iereening, interviewing-and

selections of persqnnel. -Evaluate candidates COnSidering sUch-factors-

as background, Skills,-capabilities,'Pbilosophy and attitudes.

4 Provide Staff orientation regarding the school's philosophy-, programs;

rules, regulations and-working-relationships-with-other personnel

144.- State.the legal reqiiirements for,dismissal or-failure to grant tenure

to each staff member.: '5

145., ?Maintain adequate documentation of_personne1, regarding joh performance.

:Provide objective accounts and rationale for:Personnel-decisions.

146. :Inform individuals in danger of diSmissal of the specific reasonS for

-their lack of success, Offer clinical supervision to help staff Members

overcome-their problems.

114
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Recommend staff promotions and or dismissals,

102

148 Develop a system for checking that all faculty and staff personnel

hold valid and appropriate state certification.

Develop.andj,:aubmaound,._fairand reasenable person el policies,:

including fringe,benefita-.--__

ISO. -Coordinate the development and,impleientation °fan-equitable and

sound_salary structure.

15l. Administer and maintain a confidential personnel record system-for--
ell members of the staff.

.152. Prepare and maintain a personnel handbook.

153. Interpret andapply legislationrelated to,labor lawa licensing

lations and affirMatiVe'action iegulations

154. Prepare-bUlletins'and'other-communications-desia-terkeep.
informed of program andpersonnel activities

z

aff

155 -: Provide -guj.diaceto,the -staff n lekal matters_affec ing the school
,-, . .

,

program.
. r,

,,-

6. 5chedule,staff leavaa -vacations and aabbaticals.
t,

57. Approve a roster of .substitute teachers.

t.

150.. COnduct Staff needs assesstent for continuing professional development.
I

_159.,Design and implement an in-torvice'program for heginning teachers.

Develop I protram for All staff members.to develep Optimal relationships

in the teaChing.71earning:procesa.- Help each ataff Member ConduCt-self-

analysts_to address hia/her strengtha'and weakneases.

_

ilivaluate.clasaroom.instruction based on stated program_goals and, pccu--
.,

pational performance standards.

161. _Plan with staffluembers for:theiroontinued professional development

through aPecifie academiojand noh-acadeMic experiences.

.

162. . Encourage staff members to pursue academic and-work-experience to de-

2ve1op_or update skills.

163."'Ariange for staff exchanges with business and industry.
.

164. -Inform faculty of current literature, research and instruc

appropriate to their areas.
7

-165. DeVelop, maintain and promote an active-and professional relationship

with state, countyand local educators.



,166.. Encourage:staff memberste maintain.meMbership,amtparticipate in-
-

the activities of related professional-organizations.

67. Encourage-teachers to write professional_articles,

168: Establish and:maintain a. staff learning resource-center.

169'. Foster a climateHorfinterdisciplinary,effort to pravide:broad-based
experiences!fertstudehts.

Work-:.closely-wiWteacheredueation'-ins
_

programs at the pre-service and in-serv

utions in developing effective
c:e levels.

171 As,sist supervising teachers in interpreting pclicies and regulations
to student teacheri.

VII; STUDENT PERSONNEL

--- 172, Determine and receive:approval. forth&tUmber of students that cai4be
adcoMmedated in each vocational:area and in the total program;

_ .

_

73 Develop-a_system of assessing and reporting infosori-i-0-ent
characteristies-ne70ed for individualizing the instructional program.

174. Develop and approve polidies_and procedures for the selection, orienta--
tion and registration of new sradents

175. Be informed of and comply with laWs and regulation-i-governing students'
rights.

_176. Develop and maintain a, student handbook.

177. Develop a system for handling discipline cases referred to the_adMili-

istration by the staff.

178. Promote the development of student vocational clubs4aid_the,,.integration
of the activities of these.clubs into the instructional-prograM

.

_ , _

.179. Approve and provide leaderShip for-a program of studentgovertMent.=

180. Provide leadership for the development of a comprehensive guidance
program that provides personal', educational and dccupational testing
'and counseling, placement services and followlup student data.

181. Ceordinate and supe ise a cooperative work-experience program and a
work-study program.

182. Work with participating schools to maintain comprehensive stndent pe

sonnel'records, including legally acceptable attendance records.

-183. Provide medical service and insurance programs for students.

184. Arrange for studeat loan, grant and scholarship programs-.
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VIII. PROPE8SIONAL ROLE AND DEVELOPMENT

, 185.Deve1op cooperative problem-solving And decision7makinvskills.*

186. Otain background informationcencerting Controversial'issuet. that

require decisiont. Make dediSiOnt and-justify'the position taken. _

187. Apply MBO (Management by Objectives)_techniques to personal'work

assignments.

188. Promote a professional image through personal appearance and conduct.

189. Maintain ethicalstandards expected of a professional-educator.

190. Detonstrate an Acceptable level of _arsenal scholarship .and,a Coif-

tinUinvinterest in professiOnaldevelopment;:..

191. PartiCipate in professional meetings and organizationt. Serve Cin
_

yprofetsional coMMitteeS and-4ttend lacal, state, regional and national

conferences.

. -PubliShprofessionalarticles=and-re

193.. Maintain currency in the:field through professional readings.

194 Possess a knowledge of the structure of occupations, occupational soci-

ology, industrial relations and industry for_planning and, implementing

vocational programa.
;

195. Participate in the development of vocational legislation and state plans

for vocational education.

196. Cooperate with fellow administrators in educational planning and

_ decision making.

197. Davalop-program evalOation models incorporating.data from students,

administrators and olitsida agencies.'

Seleetand uta,appropriate ratearch.designa to solve educational prob-

lems and-provida:datafor'decision making.

.
ACquire reaparch skillsto perform such research as the correlatien of
mania er needs, student interest and- cost-analysis for program. planning.

200 Interpre ,Jasearch and statistics. --Develop reports using graphs, charts

and anal ica, summaries.

Utilize data.pro-- sing services.for research 'and-school data.---



_CAREER EDUCAT ON COtWETENCIES NEEDED'BY ELEMENTARY. TEACHERS

CURRICHLU14 -DEVELOPMENT

1. Assist in writing general career education prOgram objectives.

Write specific career education performance o ctives for curriculum units.

-

Identify, evaluate and use appropriate_commercial materials designed to_help
pupils perceive -the career implications of the subject matter taught.

Review and evaluate career education curr cula designed and developed b
other school districts.

S. Develop teacher-produced-materialS-Aesigned to ,help pupils perceive the
career implicationS of the subjectomatter taught..

Design and develop facility modifications to optimize career learning
environments such'as career corners, activity centers, bulletin-boards, etc.

Assist in the development and Procure ent of materials for a school-wide
career oriented resource center.

8 Infuse' "hands-zon"-(action oriented)_experiences in the curriculum to relate
academic subject learnings to the world of. work.

Engage in interdisciplinary experiences integrating acade ic-learnings to
increase career awareness and explore basic skills.

10. Integrate academic and occupational information
Activity centers indior units of-instruction.

s.11.' Work with guidance staff to
or exploration program..,

2. Engage an classroom-oriented
ness of the career education

/
/

CAREER DEVELOPMENT -/ MATURITY_

an the curricul through

plemefit and improve the career awareness and

research to validate-and-measure-the-effectiv
activities.

13. Help students /develop pos' tive attitUdes tbwarl -themselves-and others . Work to

to build personally mea gful sets- of- work values.

14. Provide ,stud6nt aware expe
interests. '

ences stressing present capabilities and

15. Help students deve op self-confidince in their abili
sponsibilities and improve self-esteem.

16.- Help students with personal and social problems that hinder self-awareness.

_ 17. Relate the value of basic skills acquisition as a necesser fbundation for

-future occupations.j

4-1



18. Identify and use--appropriate measuring devices for students-to use in as-
seasingtheir-interestCiattitudes atd aptitudes as theyrelateto future
.eareordecisions,

19. Develop experiences which will avoid occupational stereotypes including
glamorous occupations and sexrole stereotypes.

COMMUNITY RELATED

20. Conduct career-oriented field trips.

21. Integrate, life experiences of teachers, students...parents and resource
pepple in the classroom instruction tp provide new models of "behavior"
and work roles. .

,

,

2_ Involve parents in students' career d velqment.

-23. Identikand utilizp resources,and/or services aVailable from the community
for enrichingthe career-awareness and/or...exploration program. 4

STAFF DEVELOPMENT

Become engaged in-experiences which' will amiliarize ourself with'the24.
'plications of your subject matter to caieer education

25. Participate in career education in-,service training,

26. .EXpand your world of work experiences to promote-a-broader experien
base for teachers in implementing career education.

27 Increase your interpersonal skills in working with a broad spectrum of
-ifidividuals both within the school and throughoht the community.

OCCUPATbNAL INFORMATION AND ACTIVITIES

. 28. Identify technical competencies and general .skills needed for entry, into

_occupations_

29. Relate what students learn in a particular lubjec ar a to_future ed ucation_

and oCcupational alternatiVes. work-and living.

.

Direct students in obtaining information'on-manpc-wer
mployment services.

Om-the-local-0-state--

ProVidejibrary and.regearch,skills tot obtainihg cal:eer, eccupatiohal And

eduCational informatien: prom suCh centralized-SpUrces as the D.O.T. and
through specific.methods such as writing letters toemPlOyers..

mimisopHy
= _

32.- Explain to

513

udents et Al the career,education prograt-i .

DesCribe the total career education program,:state the Oals
school district_and identify your role withinthe total-plan

ithih your

Fostet' a clihate of tooperation,Ateng 'the faculty to Provide brpider ex

riences for the students.
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EREDUCATION COMPETENCIES NEEDED'BY

CULUNAELATED
°

sist in writing general career education prop objectives. ,

,

Write.specific career eudcation performance objectives for cirriculum units

Identify, evaluate and use appropriate commercial mate#als'desiined tehelp.

,

students pereeive the career implications of the subject matter.taught: -:
,

.

Develop teacher-produced materials designed to help pupils perceive
career implications of the subject matter taught.' .

,
--;

Review and evaluate
.

career education curriculla designed and developed-by
other school districts. -

76.=_Evaluate students product_ and work according to occupational performance-
-standards,

_

7. besUn.and develop.facility modificationsrto optimize careeraearning _

-enVirehments'SUgh'as resdurei,centersi exploratory labs, career-centers.in
clastrooms, etc.

Integrate academic and occupational education relatienships into the currxe-
ulum through activity centers and/or units of-instruction. .

a

Infuse into the curriculum experiences in analyzing the tasks -and require--
ments of occupations (occupational c sters) of special interest to-the
students.

10. Provide broad exploratory, concrete, action-oriented experiences related
to the world of work.

Infuse-into the cuiriculum experiences exposing students:to the:organization_-_
;

Ixf the world of work in job clusters Or families.
1

Infuse experiences using yole models (alumni, siblings, peers,..rvocational.
school students, adult workers) to assist in career exploration.-.

.Infuse into-the 'curriculum-exPeriences directing students'in the'use an
retrieval of career information from school-wide career-oriented-resources
(library, counselor ). -2-

,

--Work:with gdidance and counseling staff to-implement and.imProve,the career
awareness'and/or exploration program.

Provide 'separate career exploratory courses/programs _epresenting all-clus-
J_L___Lters'for all students in the school.

OCCUPATIONAL INFORMATiON AND ACTIVITIES

Identify technical competencies and general-skills needed for entry into-
occupations and describe occupational performance standards.



0

1.08.

Collect occupational data from employers to identify community ne

18. Identify employment requirements, procedures,'and opportunities.

19. Provide library and research skills_for-obtaining career, occupational and

educational information from such centralized sources as the D.O.T. and

through specific methods such as writing letters to employers,
0

_

_CAREER DEVELOPMENT--- MATURITY
_ -

,20. Help students develop job-seeking, job-getting andidb-keeping skills.

,21. Help studenti_acquire_decisionmaking and:prOlem7solvingskills._

22. Help students develop positive attitudes toward themselves others, work

and those who.work to'build'personally meaningful iitsof workYalues.-

Relate 'what_students learn to futnre education, occupatienal'alternatives,
-

'work and living': _ -

24. Provide students with experiences illustrating.the interdependence of occu-

pations and how all work contributes to the effective-functioning and well-

being of society.

25. Direct students in analyzing how social interactions differ among various,

careers.

26. Direct students in identifying occupations occupational clusters) that,
are compatible,with'their own interests and abilities.

27. Identify and'use relevant tests such as the Strong,Vetational Interest

Battery, Kuder, and Holland Self-directed Search,as well as relevant career

guidance terminology.

Develop experiences whia will avoid occupational stereotypes including

*glamorouseccupations and sex-role steTeotypes.

29. Identify, interact w th, _and expeditiously use community and hinnan resources

and services aVailable t? enr:ich the career awareness, aTitlier eFploration

30. Establishafid-maintain working relationships with:local-businesas, industria'

and labor,perSOnnel inideveloping and-improving-dareer awareness and/or.

exploratiOn pregrams. ,"

Provide field-based opportunities-for students to acquire experiences in

business and industry to expand their career awareness and explerations

-activities.

Bring.career representatives into the school on a systematic basis to enrich

. the career awareness and exploration programs.

33. Utilize rple models (alumni; siblings, peers vocational school students,

adult workers) to assist in exploration.
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34. Help parinti.understand and encourage the caredi. deVelopmentproCess a it
-

relates to their children.by Actively -involving them in career education
planning, activities And events.

Publicize and promote career education-activities wi hin the school and
es

community.

STAFF DEVELOPMENT

36. Participate in Career education in-service traininir

_Becothe engaged in experiences 'which will familiarize you-with the implica-
tions-of yoUr subject Matter to'career educatron. I

'Expand y9ur personal world cif-work experiences_te...pro .e a-broader xper-
iential base for.teathers in implementing career edUcation.

_

I

39. Increase yeur'interperidnal skills 'in 'I./C.:Irking -y/ith a'bread spectrum of, indi-

vidUils both within 'the school4and,-throughout the commiinity.-

PHILOSOPHY

40. Explain the career education program to the students et al:.

e

I.- Describe the total career .education proiram, state the-goals of your school
iitrict and identify your role in this program.

42. Foster a climete of cooperatian,e
endeS far -,students".

r=

ong_disCiplines.to provide broader experi-



L EDUCATION COMPETENCIES NEEDED BY SECO

CURRICUUDIDEVELOPMENT

1.--Assist in writing g neral career education program objectives.
=e-

jirite spedifie career, educationyerformance objeCtives for curriculum u

%

Ideatify, eValuate and Use apprepriatescommercial materials designed-to help_

pupils perceive:the career implicetions of the subject matter taught .

ReVie
other

en&evaluate"tareer education curricula designed and developed by

chool districts._

.Develop teacher-Produced materialedesigned to--help Pupils perceiye tbe career'

implications,of the mubject matter taught.

Integrateinto the curriculum:akilleind experiences to provide students with
,

specific competencies- ate level that will enablethem to gain entry into the:

octUOational environth'ent,,

Evaluateatudents
atandarda.

produCts and-work according to dUpatidna1 Performance

Design and develop facility,
Tents.

Infuse Into the 'curriculum experience8 in andlyting the

of occupations of special interest to theatudents.

cid ficat on to -optimize career learning_environ-

10.: .Integrate academit and vocationalskill relationship
through.special projects and/Orunits of instruction

student:run ethool stores)...

Work with guidance and coundeling staff tO implement and improvethecareer

awareness and/ore;cploration progrmn,
- ,

2. Provi0 for''.career-Preparation experiences suffic ent to enablesthe indivi-

.
du'at to acquireakills necessary to succeed at his/her:ehoten.occupation,,

-within hiS/her,cipabilitiei.

.7

ka and requ -emente.

o-thescurriculum
. school neWspapers,

.

CO RELATED

3., -Identify and utilizeresources'and/or services airailable from the

--for enriching thecareer preparation programi.

,14. _Establiah and maintain'vbiking relationships with local business,

- labor personneLin deVeloping the career prepatation program.
_

15. Conduct tareer-oriented'field trips.
.

16. Provide experiences forsstudents to work in business and industry

firsOlandzknowledge of the world of work eg, cooperative educat

ternshiPs). h

123

community .--

industry and

to gain
on,



Monitor-student field-based activities through on-site=vi ation

18. Utilize rol -models (alumni, .siblings, peers
workers ) to assist in exploration.--

vocational students adult

19 Help parents understand and encourage the career development
=relates to their children.by active1Y.involving them in caree
planning, activitievand events.

20

ocess as-it
education

Publicize and promote career educat on
community.

OCCUPATIONAL- INFORMATION AND ACTIVITIES

21. Identify technical' competencies and general' skills for en-ry _into Occupations
and describe-occupational performance standards.

22. Gather and disseminate information concerning work permit piroceduresi child
labor laws, provisions of the Industrial Welfare.CoMmission Orders and the

,j'air Labor Standards Act and other.statutea and regulations'governing- employ-
ment, of students.

23. Utilize and disseminate knowledge of current issues in the world of work,
education, rehabilitation, and community service to enrich Che students'
career preparation activities.

%.%

24. Predent information to studentsOn occupational-opportunities.
,

25. Coordinate student gaceMent services for wOrk or advanced education as the '-

student leaves the formal. school environment.

CARkER DEVELOPMENT - MATUHITir

26. Identify and ut lize relevant test such as the Strong Voeational In &rest
Battery, Ruder, add Holland Self-directed Search as well as relevan career

guidance terminology.

27. Counsel students concern ng career goals, educational requirements ,for emplo -
ment in these areas, availability of jobs, work conditions, etc.

,28. Prepare students for job interviews, proviae group guidance sessions for job
hunting and,job keeping skilla.

29. Help students developpositive at itudes toward themselves, others, work,
aqd those who work.

0.. Reinforce steps in decision-making and planning, and the importance of stu-
dents being responsible for their own decisions.-

,

31. Help students determide carder options appropriate tq their levels of careen
maturity and care:2r goals:

32;- Provide for the easy traneition of students from one,type of school environ-.
,ment to another and from school to further.education or employment.
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Ptovide experiences to help students'increase their depth-of

nnderstanding-of personal capabilities,_interests and possible

limdtations.

.-.,Provide opportunities for the individual to e

--hand in a non-threatening environment.

APT ,DEVELOPMENT

Increase yoursinterpersodal skills in-working with a. bro

spectrum Of individuals both within thesChootrand'.throughou

community.-

,Participdte,in career education in-service-training:

Expand-yair personal'world'or,Wok--v- diienees'topromete arlbroader---

experiential base in,implementin:CiieefTedubition,-'--- ;

Become engaged in:experiences;which will, fimiliarit6,-yourself

with-the iplicafions of-your,subject-matter:to'Cltedr_education.'

PHItOSOPHY

39: ,Explain the _career education prog am to students et a

40. Describe the total career education program, ,state the goals of

your school district and identify.your role in thls program.

Foster a climate of cooperation among disciplines'to provide

broader career education experiences for the students.

OCCUPATIONAL INFORMATION AND ACTIVITIES

42. Develop experiences that will-avoid-occupational-Stereotypes and
expose students to atypical and nonglimour occupations.
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CAREER EDUCATION COMPETENCIES NEEDED BY COUNSBLORS

CURRICULUM DEVELOPMENT

1. Assist'in writing general career education program objectives.

Write specific career education performance objectives for curriculum

Identify, evaluate and use appropriate commercial materials designed to

help students perceive the career implications of thesubject matter

taught.

Develop teacher-produced materials designed to help pupils

career implications of the subject matter ught.

-

Review and evaluate career education curricula desi

other school districts.

ProvideleAdership in career testing.

Identify the occupational composition of the community and

implement a program of school-community relations.', ,

Integrate academic,and voCational skill relationShips into the curriculum

through activity centerS, unitS of instruction and/or programs of

career guidance.

Iiifuse affective careet education copcepts into the curriculum.

10. Develop and design facility modifications to optimize career learning

environments such as career resource centers.

Maintain a library of up-to-date occUpational information and placement

opportunities (both educational and occupationa4.

CAREER DEVELOPMENT - MATURITY

Identify and' use appropriAte measui'ling devices for_students to use in

assessing their interests, attitude's and aptitudes as they relate to

future Career decisions,

13; HelP pupils 4evelop,, Clarify and assmi1ate pe_sona ly meaningful sets

of work values.

14. Provide experiences to broaden,thestuden -''range of-career and' self-.

4Wareness.-::

Help-students in the-total career developMent

itakihg and-implementationof career decisions
process, including the

16. Help students.acquire'job-seeking, jeb-gettingAnd.keeping skills.within

a career guidance progtam.'



Counsel students concerning career goals, -education requirements for

----employment in :these_areas availability of jobs work conditions etc.
. .

Develop experiences which will avoid occupational stereotypes and expose

students to atYpical and non-glamourous occupations.
_

COMMUNITY RELATED

19. Ldentify, interact with and expeditiously use community and

and services available to enrich the career education program.

20. Serve as a liaison-between the ichocil and the business-industry-labor,

community and parent organizations.

21. Implement career education concepts within the home and family structure.

_

22. Publicize and promote Career education program activities within community

and school.

- 23, -Research and. compile,lists of resource peOple within'the.Commun ty and:-

school to enrich the.career education program.-

24. Monitor student filed-based activities through on-Site visitations.

25. Write and administer questionnaires and conduct interviews for both

preparation and follew-up of field trips related to career education.

OCCUPATIONAL INFORMATION AND ACTIVITIES

26. Participate'in the job placement process.

5et up 'and maintain an active file of student applications.and/o

exploratory job stations.

28. Conduct data-gathering assessments (surveys, etc.) for such information

as manfoker:data, placement opportunities, student success, student

satisfaction, etc.

29. Help the 'classroom teachers implement career education in the classroom.

.

.

ZO, Provide teachers with instrUction in, the use of media and?materials .

dosigned_to be 'used incareer education including self-directed explorater progra

, .
, $

_31. Gather and disseminate.information,concerning career education programs,,,

events, new-materials, workshops,eto. to, other-Schooi,staff. .

32, Demonstrate guidance techniques such as constructing and-using rating

icaies, using role playing,constructing job ladders and lattices,

interviewing techniques.

Research and disseminate informatiOn concerning current issues in the

world of work, education, rehabilitation .and community service.

4. ',Identify technical competencies and'basic skills needed for entry into

occupations and describe Occupational standards of,performance.

'Acquaint students'with career education Information areas located within the

schoOl and assist-them in locating and using occupational education

t-materials and information

127
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-36. Develop a career education resource 6enter including occupational and
education materials, raoUrce persons, Manpower data, assessment in-
struments, etc.

STAFF DEVELOPMENT

37. Plan and conduct career education in-service workshops.

Increase your interpersonal, skills in working with a broad spectrum of
individuals both within the school and throughout the community.

_

Expand your personal world of workèxperiencs to promote a bToader
experiential base for teachers in implementing career- education.

40. Participate ir career education in-tervice training.

PHILOSOF

41. Explain the career education program to studen s et al

42. Describe the total career education program, stating the goals within
.your school district, identifying your role and stating goals of the
state department of education.
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ENC1ES NEED_

DEVELOPMENT

Coordinat lopment of general career education pregram objectives.

Write specific career education performance objeàtives for curriculum
units.

Identify, evaluate and provide appropriate commercial materials for us
hy the teacher; designed to help students perceive the career implica-
tions of the subject matter taught.

4. Coordinate the development of teacher-produced materiala designed to
. help pupils perceivethe career, implications Of the subject matter

taught.- :4. -:-

Review and, eValuate career education curriCula designed and-developeC
by other school.districts.

-

4en.tify4 evaluate and use ca eer educe ion evaluation instruments for
courses,.program and 'instruct onal.taterials.

COMMUNITY RELATED

Identify, interact with and expeditiously use tommun
available to enrich the career education program.

Establish and maintain. working relationships with locaibusiness,
,industry and labor as well'as community ,personhel in develdping and
improving the career education program.:

Call' on previous or potential work environMents to promote jobs, job
ations, potential internships, or cooperative work environments.

'10. Monitor the progres of field-based students through on-site visitations,

11. Serve as a resource to students, teachers, and coUnselors for career-
-related matters and materials.

12. Involve volunteer helpers in the career education process.

13. Help parents understand and encourage-the career development process as
it relates to their children by involving them in-career education
plans, act, vities and ,events.

14. Publicize-and promote career educe
community.

n activities ithin the -School and--

- .
.

.

15 Develop and maintain a resource file of personnel in the community
interested in'participating in the career education program. Provide
a list pf the mostappropriate individuals for each teacher to meet hia/

t
her objectives.

. .

3



Coordinate:all contacts and -follow-ups o

OCCUPATIONAL INFORMATION AND-ACTIVITIES ,

comnunity personnel

17. Place students in paid or unpaid work e
process applications etc.

Set_up and maintain an active file 0
exploratory job stations..

19. Condnet data-gathering assessmentsjsurvey
As 'manpower data, Placement-opportunities;
satisfaction, etc.

udentsi applications and/or

etq.) for sudh,,inforMat eur--

student suCcessi-stUdent

Help school staff infuse career education into the school program an
direct school-wide career education-aCtivities.

21. Provide teachers with instruction in the-use of media and naterials
designed to be used in 'career education, including self-directed explore:-
tory programs.

22. Gather and disseminate information concerning-career education programs,
events, new nsterials, workshopS:etc. to other school staff4

Coordinate And make available the ins ructional
system to all,personnel.

vices of'the-school-

24. Research and Hisseminate information concerning current isèuesof the
world of work, education, rehabilitation and community services.

_

25, Gather and disseminate information concerning work permit precedures,
child labor-lawa,-,provisions of the Industrial Welfare-CommiSsion

.

Orders4 and the Fairr.taborStandiards Act and other_statutes and'regul
tions governing employment of Students.'

26 Demonstrate career gUidanoe teahniqUes such eaconstruCting and using_ _
_

rating:scalesi using role playing, eonstructing job ladders and lattices,
-interviewing techniques

27 Identify the technical competencies and basic skills needed for entry
into occupations end-describe occupational standards of performance.

28. Acquaint students With eerier education information areas located within
the school and assist them in locating and using occupational-education
materiel,and information,

29. _Develop acaraer,educatien informet on 0 ice to gather, disseminate,_

and evalUate occupational;infermati

-,CAREER DEVELOPMENT - MATURITY

Identify and use appropriate measuring devices forstudents to use in
ssessing their interests, attitudes and apitudes as they-xeIate to

future,career decisions.



Plan and coordinate special programs of instruction to provide_career
guidance, career experiences at the awareness, exploration and prepara-
tion levels, and career information.

32. Help students develoi,, clarify and -a8slmilate personally meaningfu
=of work valuea.,_

.

Help_atudents acquire and reinforce decision making and planning_skills.

34. Provide experiences to broaden each studenttc range ofcareer awareness._

35. _Coungel-students_concerning-career,goals,:educational requirements_for
employi*ent in these areas, availability of jobs,_work-conditions etc.

Develop and coordinate experiences. Whidi will avoid.octUtsational_stereo-
types including gladorous occupations and tei-roleatereotyPee._.1

gTAFF DEVELOPMENT

37. Participate in career education service_raining,

_S. Set up and-conduct career education in-Service prefeesional development
_workshops for the faculty in_your school. district.

39. Increase your interpersonal skills in working with a'broad spectrum of
individuals both within the school and throughout the comunity.

40. Expand your persenal world of work experiences to promote a broader
experiential base for-teacbers in implementing career education.

PHILOSOPHY

41. the taraer-.educat en prOgram to _ students_et

42. 'Foster,a climate in which teachers 1ook for ways to cooperate w
disciplines in providing broader experiences for students,

,

43. Describe the'total c'Sreer education program, stating the-goals within
your school 'district, identifying your role and stating goals 6f the--

state department 'Of education.' _
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CAREER EDUCATION_ COMPETENCIES NEEDED BY ADMINISTRATORS

CURRICULUM DEVELO MENT

Establish the curriculum priorities within the school system at-t e d
awareness, exploration and preparation levels to_meet the overall
philosophy and goals of the total career education'program.

Provide leadership f0i writing general career education program goa
'land objectives.

=

-Authorize teachersto.produce materials designed to help_Pupils per-
ceiVe-the career dmplicationi.-of the subject matter taught; supervise

-and evaluate the materials'developed. )

Identify and evaluate appropriate commercial materials designed to
hplp Students perceive the career implicationg-of the subject matter
taught. PurChase and distribute materials to appropriate personnel.

Review and evaluate career
by other,school.districts.

education curricula designed and developed

:Research and develop a plawfor'the implementation and-evaluationso_
_ .

a curriculum that integrates career education into the School.

Utilize career eddcation accountability models_for program evaluation
,of the.total curriculUm, delivery syatem'and personnel.

.

Design and develop facility modifications to optimite-career learning
environments.

CAREER DEVELOPMENT'

. :

Courdinate'a ca eOr developmen cgram implementing career development

theory from the awareness to pre ation stages'.
_

_

10. Cooi'dinate activities_pf guidande per,sennel, teachers and coordinators
'_acCording to the'cateer education m9de theories.

=

Design and administer an assessment syste-
career maturity,

11,. for measuring student growth_in

12. ,Develop special activities to meet unique needs\of the students
interviewing techniques, values clarification, etc.

"PHILOSOPHY_ _

- 13. Be knowledgeable concerning sta
career, education:
-

14. Explain th career' education program:0 students et al.

15. Describe the total career education program, stating_ goals to achieved in

the school district, and identifying your role within the progra
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16. Recommend and establish school system policies for the career education

program.

17. Identify roles of all school personnel, prepare job descriptions and employ
,

personnel as appropriate to imprement the career education program.

STAFF DEVELOPMENT

18. Offer in-service programs designed to -provide sta
concepts, Procedures and materials.

Increase your interpersonal skills in working wi h a broad spectrum-of

individuars both within the school and throughout.the communitY.

20. Expand your personal world of work experiences to'promote a broader

experiential base for teachers in implementing career education.

COMMUNITY RELATED

21. Interact with and- expeditiously us4e cominunity and human resoUrces available

for career education.

2 . Monitor, students in field-based activities through on-site visite ionsp

- phone calls or mailings.

23. Establish a cooperative working relationship between the classroom feache

the guidance counselor and occupational teachers.

24. Provide a liaison between student, teacher, parents and community.

25.- Involve the widest possible community participation in career-education

policy decision making and career.education-activities.

26. Obtain public commitment and cooperation of.the Board of Education, teacher

organizations and community organizations for the career education program.

Bring tegether,and coordinate the personnel, resources, facilities and

activities of the subsystems that exist within_ the district.

28. Publicize and promote,career education activities and programs within the

community.

OCCUPATIONAL INFORMATION-AND ACTIVITIES

Set,up and maintain.an active file-6
'job stations.

student applications and/or exploratory

Plan and direct implementation,of job promotion and ,supervision techniques

for career'education schOol personnel. ,;

31 Identify and define the school's role in student

placement service.

placement,and coordinate

32. Establish career education
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33. Colledt occupational data from employers tp identify community need- , .

.34, Organize, establish and evaluate career education instructional resource
-.Centers it various_instructional levels.

Research and:dissem nate information concerning current:issues in the world
of work, educition, rehabilitation and community services to staff._ _

36. Gather and dissemirtate informat. -n :concerning Career programs, new _aterials,
workshops, etc. to school staff.

37.- Coordinate and make avatlable, instructiona
to all personnel. -

ices of th- school system



NCES:FOR CAREER EDUCATION COMPETENCY

Career'Education Personnel D e Goals and Stra e ies:

IJn ergrauate _Programs. Prepar for the US 0 ice p Career E ucation,

July 1975,-The_Center for Vocational Education: Ohio StateAniversity,

Columbusi Ohio.
_

From Leader
of Commerce

Is and Wh
Education, Labor on the Professions.
'States, Wagiiington, DC. 1975

Garner, Donald, ( The Career Educator, Edstern Illinois Unive
Charleston, Illinois, 1975.

Drier, Harry; Martinez, Nancy; Kimmel, Karen (ed. ) Orientation,to Career

Education; A Grou A roach: Module V - Role Identification in Career

Education. Columbus, Ohio Center for Vocational Education: The Ohio

State University, 1975; LC-1043-09 Vol. VI.

Hansen, L. Sunny; "New Ceanselor Role in Career Development: Teacher

Consultation and Curriculum-Intervention." Paper and cassette prepared for

the American Personnel and Guidance Aisociation-New Counseling j4edia Series,

Counseling Today and Tomorrow, Washington, DC February 1-, 197

Hoffman, Eva: How to DeVelo A Counselor's Role in Career Education. State

Project to Implement Career Education, New York, 1975.

.
.

Holloway,- Richard Eugene: A Study of the Career--Education Com etencies

-Considered Needed_by Elementary_and Junior Hi h.School in Selected

-Schools in Oregon. Oregon State-University, 1973;.

Hoyt7,'ICenneth B.: An Intreduction to Career Education, US Office Of-hduration

November 1974.

Kennedy, Blsie: Comprehensive Carder Education.. Curriculum Development Cent,.

'NoCationat.Education, UniVersity ofKentucky .Lekington.

Leland, Arthur L.; Stevens, Charles-E.; Sid a_,Virginia C.;--Singer, Morilyn.G.;

'Para rofessionals in Occu itional Resourse Centers - Career Education.-
Amherst-RegionalAligh-School, _Amherst, _ Ma 97 pages (there was.:.no-further

'
information in the bOoklet as to'date of pUblisher.

Magisos, Joel H.(9 ed. Career Education. Washington D.C.: The Third

Yearbook of the Americanyocationol Association: American Vocational'

Association, 1974.

Wore, Eddie A. Bender, Ralph Professional Education Competenc Needs of

#3 Groups of Vocational - Occu ational A icultnraLTeachers in Ohio.

Ohio.Stote University, Columbus Department of Agricultural Education, 1975.

Newton, Mark; Feck,' Vincent J.; Career Education; -A,Move Toward_kelevance;,

,Intercambio International,-Western Kentucky University, Bowling Green,

,.0(entucky, January, 1976, Vol. I Nnmber-4.



-Odbert, John T.; Trotter, Eugene-.E.: -Career_Educational Personnel Model: Final,

= -----RAmoit_Froject No. 8082-C. School of Education, Universitycf Michigan,
Ann Arbor, Tebruary 1974.

' "Position Paper on Career'Development: N. Wesley,Tennyson, Chairman, Wathington
DX:, American Vocational Association'and National Vocational Guidance
Association, 1973.

:Pre-service Teacher Trainig in Career-Education Project. Unive-s
College of Education, Athens,-Georgia.

Project in Career Education, Final Report. Stephen Aust n State University,
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NDINGS D--,.-RECONWENDAT
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e4aici
/tZis!_rg

0CCUpetiolierEdUcation'i'lftitachUgettleAState,DepertientefjEdeet
%*117:4AT,19 _

everallZ_tiiiipos 6 --,Of =thit:"Iti-rej ect;'-'ie--, to at teke..-,the ahs.

profelliena.1 develonment needs forf=occup 6fia candv;Ca-teere-
-

ucatien-in the CoMMeiWeeithef2Misiathuiet_
;--

condUated from June, 1076,;,;:7throligh*ptem_

;

encybased', Vocational _teaCher-,--edUCatioh -zwa_r_basit:r.foriecte. _

teacher' apProVal-;and',prefettionar:A6yere
- r__

- -

This -proj ect was undertaken in respoeseJ to ,the- tenCerns ofzeducators -,

-, of ficial s and citizens i-n, the Commonweal th in -the areat . of-, ts.-6_11i7e,r;:_:-:
' ;

preparatiehprofessionali, development certifiCation:ef.coccUpetianal and

career- education personnel% serving students,nin--MasSichusetts . 1--It 'Wes . developed ---=,"

-' also as in integral -Part of a 'desire in , the 'Commonweelth to exemine,the-,..
... .-

- ,

: ,competenay-liased teacher education movemeht,sits current-"state=or-the-art,"
;-. , ,

, _,.
e

and its implicatit;nS :- Consequently, the task of the first -phase ef 'thie

pro j ect', was to, identify those :;',compet enc esi needed for occupational and-career,-_-,
-r -

I -

education personnel at -various- levels .-

5

complishing this task-, the proj ect investigators determined that .a

gnificant amount ok work had been conducted throughout the United States
-

,

=
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thin the past ten years in identifying competencies needed by occupationaf,

and career education personnel. Such landmark studies as the Model Cur icula

for Vocational-Technical tducation developed by the Center for Vocational,
e

Education, the Ohio State University,are cited as examples of this effort..

Rather than initiate an entirely, new _effort ignoring thes,e prior efforts, it

was determined that, the more viable approach_.would be to search;-utilize,-and

/

. build.**Ontheresearich effortS already 'conducted in the field. Alsing-this

prior data base lends initial content and concurrent validity to-the comi)e-,

tencies prepared_for the Commonwealth of Massachusetts.'

The first stage of this projec

and research projects.related

-as.to conduct a literature-search-of trends

to professional-training and.development of

vocational education personnel across the United States, and to'review

other national studies related to competency-based teacher education._ -Those

studies identified and used in this_effort are'included An the bibliography

of this research, and the specific competencies identified.from eacil of.,--

these studies are included in the,appendixes to this repott.,, This study may-

be, used.i therefOre,_as a single compilation of, the current published-studies

'in this.area,

Once these lis s were identified, procedures were established whereby each

list was first categorized into appropriate levels. The vocational

education lifts were divided-into those designed for the initial preparation

of teachers those for ihe professional development of iddle-management

_ r-

personnel; and those developed for leadership ahd administration of vocational
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ucation. The careereducation competency lis
'

osi:competencieS-needed_to iMpleMent Career_ education by_elementiry

\-

schoolteachers; Middle -tchool,ctiachern;:senior7high School-a.cidem c-

teichers;:counselors; caordinaters;-ind:directors'.

Within,eachJist all cqmpetencies were en-revieweli:end,placid in,
__. - ,

, - --,,-

apprdpriate functional.. groupings coimonkto-all lists, at that ,1

-assignment of each competency' into its,functional-grouping_

-thetables' presented in Chapter,3 of this study. :competeneieswitiftn each

functional group.ing-across all studies-were then screened, criteria applied

and one synthesizeklist was developed for eaCh leve1:1 A detiiied description

s.,-or the-procedures used todevelop these lists may-be-foundA.n.Chapter 3 ef_
, 4

A

this study.

The next stef) in this project, to be undertaken-is_the firit half.of

Phase II of this effort, will be the validation of these lists.

_and concurrent validation will be assessed applying consensus

Content

els and.

appropriate statist'ica1,procedures. The results of' these validations will

be published as the Phase 11 report. The user of this document is cautioned,

=therefore that while these lists-hav_ _ _ a level of content validity in that
I

they,were deVeloped from prior studies; the final validation o

_

,particular lists is yet to be conduoted_during the next-six

hese

monthS

The next sectioni of,this chapter identify the programmatic recommendations

and fiiTdings from this report, as-well the recommendations for further

studi.
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Findings and Recommendations

r

a ' ,

e fbllowing findings and recemmendations are based upon the:reView of the
_

iterature,,procedures used _in this study, and,pbservations Of_the researchers;

As sUch, they tire not statisticilly Validated at this time: It is believed,
,

however, that.the overall findings apd recomiendations 'are-sound,'based

upon lin extensive-review of the literature. It is anticipated; furthermore,

that the validation being conducted at this tiie will sub`stantially support
a

the first phase of this study.

1. Competency-liased'vocational techer education, has enjok-

ifidespread acceptance,-growth, and impleientation throughout th
_

- _

UnitedStates during the past five years. This2acceptanCe end
_

implementation lends support for the 4eldtesting of such models,

within the Commonwealth of,Massachusetts

2.' There:is confusion between the concepts o petency-based teacher

education, field-based teacher eduCation, individualized instruction,
,

. ,

and,self-Paced instruction. While many models incorporate all,
-

these programmatic: cotponents, theSecendepts_are'not,ce:-requisite

in the- implementation- of -competericy7based, teacher education.

'-
Institutions- mplementini,mpdels in ,the .futut e Should-carefully .

consider competency-based'pro ams that include some or
-

-

hese other concepts. Models shbuld be developed using various

ellTraspects

modes of instruction to test the viability of competency-based

teacher education within several delivery systems.
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3. It is recommended that the Common ealth of-Massachusetts institute

.

three exemplary coMpetency=baSeeacher,education programs .for

vocational educators one for the fnitial preparation, of vocationa

educators,,one for the preparation of middle managers, and one for

, the prepaiation of administrators for vocationaleducation

,It 1.s..recommended that the Commonwealth of, Massachusetts establish

competency standards for approving (certifying) teaaiers as Career

,education coordinators. This would be,a."Secondilevel" Certification

already certified a teacher in a particularor a person who is

recommended that once the certification is establishedlor

competency.based programs for certifying

,

teachers as career education coordinators be established as'
-

exemplary models.

Currtnt teacher education programs at all.levels for vocational

areer education should be reviewed vis a vis the competency

lists-derived in this study. Recommendations for m6dification.of

existing programs should be considered, based upon these identified

competencies
,

It is recommended that the competency lists this study be used

as a basis for the review of current certification (approval)

standards for vocational and career education It is recommended

,further that Procedures for validating competency (coursework)
- -

examinations, etc.) be reviewed to insure that they are based up n

competencies,needed by these personnel.



O.;

It 1S,_recoMmended that personnel,develOPient
_

,established to ,address functional:groupings of,competencies.

'tbi's manner, continuing professional development and,in7'Service

education may be conducted to accomplish specific.short-term

olijectives.

t is-recommended that the EPDA Section.SS programs, be developed

from' competency-based needs for professional development, using the

references cited in this study.

'Recommendations for urther Stud

'The previbiii section of this chapter describes the.recomaendationi-for program.-
;

development, based upon this report. These recommendations were formulated'
.

from the review of the literature, conduct of the study; and meetings with

professional personnel in occupational education throughout th'e Commonwealth

of Massachusetts.

1

The following recommendations are for further study and esearch n the'area

of professional development..

1. It is recommended that the,nine competency lists developed in

Phase- I of-this project lbe validated', using the proCedures as

-:. described in Chapter 3 of,thiS studk.

It 'S retoMmended:that a needs assessMent be condUcted;for-Ali

Occupational vocational, and-Career educatiOn personnel. Within

the-Commonwealth 'of-Massachusetts
.

five years) personnel needs.

may then serve as the basis fo

apP'ropriate programs.

to,determine short and long-term

professional development urvcyThis

the design andt implementation o

14L
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7J,

_ - -

It is recommended thatA "state-of-theta tudy.be conducted

among all comparable Divisions. of Occupational,Education thropghout

:the United States to ascertain current practiCe's/

,profesiional development. .'Such issues/as relationshipsyi

teacher.education institutions, certification%requirements

lprocidures fOr

Certification procedures, certification examinatiçrns, ,,EpWaCtivit

etc., should be assessed., This analysis may serve as-ra,,basis for-

reviewing the current activities of-the Commonwealthef_Massachuse
_

---
in relaticinship to general aCtivities of a similarTnaturbeinge-,

...

.conducted throughout the,nation.

Models for competency-based-Vocational tee,cher preparation'and-

professional development should be designed andAimplemented at

exemplary sites.

Models for urban and rural teacher preparation should be implemen ed.,
:

Such models should he evaluated'for effectivenesS and efficiency

to determine the most appropriate delivery system 'for MasSachusetts.

6. Current certification (approval)-processes, procedures, and

examinations'should'be reviewed in light of this study and-the
-

Theother studies to be conducted in Phase 11 o project

capability of the Office of Professional Development deliver

these servicma under its current personnel work loads shouldbe
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l'- --kr'
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The -viability_ of working With' selected. ,teacher- education
- o

lilStitutions to serve 'as Centers:for_ VodationiI-:idikiton'to

manage .and monitor 'thelapproval process, under thedirection of ,
,

the-Office of Professionallkivelopment,_shOuldbe-,epiorez .

A group of local administrators State Department ,personnel, and

teacher educators should collaborate . on a cOntinuink and pn-gain

basis -to enture, the quality bf, communication, and program developmen

r for the certification (approval), process.
,

A number ef the.recommendations listed-above wilr be condncted, cough' the-
,

initial part of Phase II of this study.- ,SpeCifiCally,:- Phase-1 I_
,

,

address the following' issues:

1: Validation of the competency litts developed in this: prejeCt..:

Administration.ad analysi's of a persorineLne

delivered throughout the Commonwe h of Massaclius

urveYto,b6

Administration, and _analysis of a-statu_ suryWregarding

polieies; practices, and pro&edures of 0 ficesf Profissional
_ _
r ,

Development` for Occupational education throughout theUnited States

;11

4



Competency Lists Part 1: del
Curricula for Vocational and Technical
Teacher Education: ,Performance Eleients
afichExamples of Module'Titles:and Pe
Objectives

alvin J. Cotrell et al, Model Curricula
ducation.- Columbus, Ohio: The Center for Vocation

-131113§iiEe University, 1971.

or Vocational and Technical _Teather'
ucat op,
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-MASTER LIST OF CATEGORIES AND PERFORMANCE ELEMENTS

I. Program Planning, Development, and Evaluation

1.- Organize Afsteering comMittee to atitist-in he

planning acttviiies of a community sUrvey.1
_

Identify the geographical area in Which a community
-

survey Will be conducted.
-.

-Obtain adminiatratiVe approval for conduct ng a'com-
Munity

-

,Solicit_assistance of the vocati9ntil education per-
sonnel frowtheatate aepartmeht.Andfor untverelty

-in Conducting a community survey.
,

Adapt,"exiating communityaurvey materials to lodal.
needa -

Consultthe chamber oT commerce to identify:area
employdra to be contadtedin a community survey.

_

Coniult the local office-ofthe U,S. Employment Service
to obtain information on manpower trends and needs..

Persuade labor representatives tb participate in a
cammunity,survey.

Involve the' steering.c
munity survey.

tee in conducting a C

Recruit teachers-and guidance personnel- to
pate in conducting a comMunitir surVey.

. _

Establish communication With-4mployer representatives
who-Will be involved'in a.community survey.

A,plah-of activities for the:survey.staff to
foil* in-condu-oting a cdmmunity survey.-
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Publicize the purposes-and objectiVes of a_community,,
survey.

14.. Orient the 'survey staff to their duties-and respon
sibilities-in collecting aCcUpetional:data.

- - . -

Direct studente in the collection, of data for a
community survey.

6 Collect occupational data from mployers
vocational education needi.

ColleCt student oécUpational'interest,data toAde
ify:vocational education ,needs.

18. Recomiend,a vocational education progrsi based on
the findings.of a community survey.

,

"

19 Disseminate_the,f ndings of a,cosmunity_findingl

-20. Identify the rote
mittee..

. '

and function of the advisory'coM-

Establish the cftiteria for selection of the advisory
committee members.

22. Obtain school board authorization for organizing the
-,i-

dirisory committee.
_

2710 0btin administrative approval of the selec_:d ad-
visory committee members.

Public,ze to,the school and community the establish-,
ment of advisory Committee, ite members, and its
function.

25. Orient theXadvisory coMmittee members to their role
and functiON,

26. Plan the annua ehda to be cOnsidered by:the Ad--
visory commitee

27 CoMmunicate the dite,.0lace, and agenda for the ad7
visory committee meetings to alr persons concerned.

Invite resource persois lo can provide.consultstion.
service to attend the advisory committee "meetings.

29 Serve as
j
the liaison for' advisory committee and

the school Administration.
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Aisist4n the:,identifica ionof theachool
tionar'educationsOurposes,and goals. :

2,-;-

Determinerthe ciecupationa*rwhich'trainiw
be, offereduin the vocational education program;

Consult the adviáory committee,in planningjarCanalysis:
of an_óccupation.

Analyzaoccupationt xith'.'the,
and labor representatives:

34: Identify the competencies needed ftir entry into-a

occupation. .-

1

35. Describe the occupational standards of performance,
for each task'in an occupation.

Assist in writing general objec iyes for the voca-,

tional education'prbgram offerings. ---
.

37. Develop,yocational education'offeri
and sequencing related teaks.

_

Identify the knowledge and attituaes required:for the

performance of each, task'included'in a vocational edu-
,,,

cation offering
r

39. Write student perforMance dejectives fOr the-voca-
_

--
,-

tional education offering. --

40. Consult.the,advisory committeilm develoiing
range program plan for vocational 'education. '

41.
-

Analyze_long-range needs few the,,offerings of. the
vocational eduCation program _

T

42. 9PaCify-thellOni-range facility; equipment and_supiay

:needs-for-the :votationall'aduCationOrtsgram

Assiat'in theOrepaeation of,a.long-range budget fel:

the vocationaladucationprograMf

44. --Identify thn-longrange needa.for-employing,:facu J.;-.
_ .

.

for the-vocational-edlication-program.

.
_

Assist -in-prenaring the'long-range.progrms plan for
vocational education.

46.- -Analyze continual f011owup information on_thop ace-
,

ment, employment, and training status of'each.graduate

_of the vocational education prograt..
.



Obfain:followUp data from employeri,of g
.

,the vocational education.programi -

48. _Determine the.reasons studentsjeave:the-vOca
'educat o progrAi-- -'.

Review supervisory evaluatiOn_reports
the.vocational educaiipn progrem.-

._

issess.the relevancy OUthe voiatiOnal'educ
_Offerings.I__

Disseminate a summary of thi).viicational education,
program eValuation to administratorsadvisOiycom-,
mittee memberav and members.oftheimard of,-.edUcation.

, Planning of Instruction-

_
52. Review general objectives- onal educa

tion offerings. -

5j. Review student performance objedtives'deve oped:
the VOcational education offerings.

54. Sequence student performance objettives2for
ing iu-the vocational education program.

0

55. Determine student needs and interesti.

56. Inv9lve the students'in planning a unit.
:

57. Select student performance objectivei

_58. Yrite contentoutline for a, unit.

for a. unit.

59. COrre ate unit content with on-the-job and/or -Labor _

raOiry,experfences.

'Determine for:a:unit group and indIvIdual learn
experiencessbased, on individual differences of stu--

--dent0.

61..'Seledt methods of eva u
:throughout A-unit.

--
Identify the stUdent p
lesson.
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64. Plan the introductio a 1
.

65. =Plan the content pf a lesson.

66. Plan' ehe summary of a lesson.-

67. Plan student learning e eriefices for a aesson.

68. Se liCt methods of evalua itudents ' attainment
specifie itudent performance objectives.

6. Write a lesson plan.

70. Obtain textbook, reference, a-d other
materials.

andior equipment for a Jesson.
_

:72_ Aseemble pensumable supplies for\ instructional pur-,_

-poses.; -
_

,

73. -1)eve1op, original inictionai. materials- suCh".ad---,
_individualized, related assignment sheets transpar,_

encieS,- and charts.
: 6

involve: students in_ :the' reparation pf:._n- ructions,
materials.:"' _
Obtain' prpgrammed instrue

inatructional ma als with a-- spirit dupli-
_

_

PrepareAmstructional materials_with a atencil
s _

d4plicater.-
,

Prepare iinatruetional materials, (hard 'copy and trans-

pareney

uction

Conduct-field trips.

Direct
n the

students in gathering information from sources
coMmunity. ,

81. Conduct symposiums.

82. .Conduct brain tormi sessions.



Direct.student--presentations.'

84. Direct students n instructing other

85. Direct simulation techniques.

Conduct group supervised study.

Direct student laboratory experiencel

'88 Direct Students-in applying-problem-solv_
niques.

ech:

89., Present information through case study problems.

_O. Presentsinfdrmation by the project method

91. DireCt student study of textbookesAullentins.

P-Ta.04et:

92. Directstudent study of info
sheets.

on and assig--__ent

-91. Direct srudentx in Aireparing_l_aborato-- wok or job
piens.

Guideetudent progress through
andio ob sheets.

- .

.95. Lead group discussions:.

96. _Conductc,anel discussions-.
,

97.\COKdUct- groups.
4

&ploy .the:qtiestion box techniques:
-

Employ-role-playing techniques..-'

theUse 'of

_-

operation

100 Introduce a lesson's:

101. Obtain -bummary for a lesson'.

_ _..l02.. Employ .oraLque.sti.onthg.. techniques.

103. Ackncyledge student verbal-and non-verbal cues.

104. Enrich instruction to challenge_the abilities
mote capable-student.

-

105. Reinforce learning.

the



106. Provide remedial-work for slow learne

107. EMploy reward techniques.

108. Establish frames of refetenoe,to enable the studeb.ts
-to understand R situation 'from several points of view.

109. Apply nonverbal techniques.

110 Demonstrate a manipulative skill.

P-dsent a conceptor principle throtigh_11 emonstra-

on.

_112 Give a lecture.

113_. Give- an illustratad talk.

11477-Pres-an n-wit

115. Present information by use of individual ed instruction .

116. Present information through team teaching.

117. Give: an aasignment.-

118- Present inforrnation
-person

119. Tresent<info

th the assistance of a xasource

hrbullentin'boaids.

120., Present information with 'exhibits.

121 trate with modelsand,real objects.

122; Present informatios with an overhead_projebto

123. Present information wih an opaque projector.

f24. Present inforMation with filmstrips.
,

125. Present information with slides.

-L--126-.--Present-1nformation_wit1_sound_motion pictures,

127. Present information with single concept films-.

128. Present_information with-an-audio record'er;,

129. Present- information.with- a-video recorder or closed

'

1 5 2
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130,- Present information with a-tele-lecture.

.131, Present information with a -reco a.player.

132. Present 'information_with edudationat

133. Direct teach machine programmed instruction,

134 .P esent information,by,computar7essisted-instruct

D -ect writtenprogrammed instrUction.:.

Present n with the

137. Present information with 'the aid of a flip chart.

138. Present information with the aid of a dhalkboa

Evaluation,of-Instrdction- _ - -

139. .Establish criteria for stuaen

-140. Formulate a system of gradtng
policy

141 Appraise students' products
performande standa ds.

adc rding to occupations

-142. Appraisi students' per ormance in re a ion
performance-objectives.'

Evaluate individuali4ed a -ignmenta completed under
directed Study-.

oetudent

144. Deviseselfrevaluat _n techniques for use byl's

145. Arrange:for students to evaluate
-

-dents.

their own progrr

146. Determine students' grades based on related instrud---_
tion and laboratory or on-the-job experience.

47,--Engege-inqoperativeeValgatiOn-a-aChlevemen
students.

148. Interpret student's evaluation of

Poriulateesaay'test ite

instruction.

50 Formulate true-false test Items
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15. Formulate completion test itema

152. Form ulate matching test items..

153,, Formulatemultiple-choice test items.

Devise laboratory perfOrmande teats.,

-

-155; Devise laboratory performance rating !heeta.

156. Formulate test items for an oral test.-

-157.- Administer teacher-made tests.

158 Devise case study problems,

159. iAnalyze test for validity.

160. Analyze tests for reliability;

161. -Review itudeneprogress and/or AchieveMent records
to assess.effeativeness of.instruction.

162. Involve Studenta in formulating the proc Auras for
their participation in the instruction

163. Obtain information from fellow teachers and supervi-'
aory personnel regarding the quality of one's in-
struction.

164. Seek opportunitfes _or self-evaluation of instruct on. ,

Ma a ement

165. Compile a list pf sopplieS needed for _the acadgm c
:year.

166. Identify new toe s and/or,equ pment.needed for
academic year.

167. Recommend reference books and periodicala rel ted fp
vocational ,education_that-should be.added to the
library.

6$. Prepare a capital outlay budget proposal _or new
equfpment

169. Plan.an operating.blidget proposal, for consumab e sü

plies, services and Anstructional ma erials..
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170. Preperea budget,for estima fng travel e
curred in vocational activi-ies.

171. -Arrange_foradditional,Vocational fac±litiea tO"ac,
commodate. expanded enrollments:and
advanceMents.

technological

Prepare purchase requests far approved vocational
uquipment and supplies.'

173. -Deeigh a.procedure rfor acquiring_needed consumable
supplies and materiala.

:Accept gifts or-donations-of supplies andequipment
for the vocational:educatien program fn siecordance
ith:scheol poficy. _

system for determining and:collecting stu-
dent fees for, consumable supplids.i

Structure a filing system for records and report
forms.

177. 5OPPiY-the data Ter vocational reports requ_
.the state department of education.

180.

Devise a filing system for instructional in erials.

Devise a system for maintaining occUpational oppor-.
tunity information for use by vocational students.

Record vocational student attendance according to
school policy. _

(

181. Record-voCational student's grades according to.schdel.
policy.

182. Assemb1e individual student- files dodumenting personal
characteristics, attitudes; and grades. -

Provide approVed safety-apparel and-devices:for voca-
tionalstudents asSigned to hazardous'uquipment.

Establish a_ procedure for attending to the first aid
needs- of a vocational student.

Maintain_ a record of safety ins _rüct on presented
compliance-with safety lawa and regulations

Upheld school standards of expected Student behavior.



187. -Formulate with gtudentg acceptable standards of:be-
havior id vocational clasarooms and laborato iea.

188; Dphold acceptable'standards of'studentbehaviorjn
VOcational'classrooms and.laboratóries.

189. Carry out .approVed diaciplidaty action when -watranted.

190. ,Encourageatudente to axercide

191 Control outbursts of fighting and aggredsive behaVior.,

al tools,: supplies-,192. Maintain an inventory of vocati
and equipment.

.Sstablish'a syetem for repairing and servicuig tcio
and equipment in'the :laboratory:

Artange for the
equipment.,

torage and security of suppliOs and

;
195. Implement student.check-out procedured for tools,

aupplies, and equipment used in the- laboratdry.

Direct students in a'aystem-fo ;Cleaning and main-
taining the Iabotatpty.

197.,-Schedule laboratory equipment for maxium utilizat on
by studenta:*

Arrange layout of _ e vocational laboratnry to aiMu-
late the occupational enviroment.

Arrange laboratory work areas anaLstorage space to
facilitate.student worirperformance.

Control heat, light, and ventilation in vocational,
laboratories ind classrooms.

Establish a-poliCy-for use_ of.the.physical facAities
and equipment by other schootpersonnel and outside
groups.

VI. Gnidende
_

202. Determ_he students' backg-ound and enViroment.

. 203. Administer subject-matter diagno tic tests.

204. Analyze student 'cumulative records.

6
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Maintain-ancedotal records.-

206. Determine relationships among students through the
.

sociogram-or toher sociometric techniques.

207. ,Review studente- autobiographies for information to
aid in understanding the snudents.

Ass$Mble,information,for Case study reports.

209. Communicate with- prospective:and continuing students
during the suMmer.

210.- Maintain an oPen door policy for student consultation.
,

. 211. EncoUrage ptudent _to discusa career aspirations.

212. Demonstrate a regard fpr
as indiVidual

213. Develop construc_ ve workIng. relationships-among.
students.

and an interest in student

214. Temonstra e personal contern for the student and.h
. family.

215. Conduct home vis

216

217. Conduct a confe ence with a student.-

218. Conduct group cenferences.

,Recognize potential problems students.

219. Confer with the student and hIs. parents regarding h
educational development.

220. Interpret occUPational tests and Inventories to stu-
dents.

221, Assist studiis in developing good study habits.
+

222. Establieh commnnication patterns for exchanging in-
formation and for cpoperating withthe guidance-
staff.

223. Supply guidance staff wIth performance data about
students.

.224.. Refer studen_a to guidance staff and other. apeciali
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225. Assist stu4ents_w th -their probleMs by work
eriatively with- Ou side agencies- such, as hea

welfare-sal/ices.'

226. Work with otherteather to he_p
vidual concerns.

227 Refer _tudents'to qualified resource persons
cupatiOnal ond educational informaXion.

228. Arrange with professional ataff for.ailministratirin
and interpretationof personality, aptitude,,and
intelligence.tests for specific students:.

, -

229 Arrange for the local office-of the U.S,'Employment,
gervice to administer and interpret the General-,

e'

AptitudeTest Battery:

ng
th, and

-ludents with mdi-

230. .Present inforMation-to
portunities.-

uden s on occbpational o

231. Present information to studen=
and education:at opportunities

232. 'Maier studenta in deterMining
their salable skills,

\

\

_onadvanted training
available to-them.

wals to best- desc
-

233. Write letters of recommendation!' or students.

Assist graduating students inTPreparing fo
VieW with-patential employers.r.

235.- Assist-students in securing arid-completing applica--
tions for jobs, scholarships, educational loana, or
college admission-.

n er4,

VII. Sehool- Coffimunity Relations

:236. Assist in the development o
school-community relations.-

237. Plan the school-community relation
vocational education program.

Procure clearance from the sthool adm nistration-to
conduct school-community relations activities related
.to the vocational education program.

Express a philosphy consistent with tha
ticinal faculty.

policies regarding

activities for the

of the voca-



Speak to school and community groups about
_ional education program.

41. Provide brochures to inform the school and community.
'about the gation program.

,

242..., Provide dipplays in the. school-'ancl-community about
the vocational education program.

243; Prepare news:releasWand manuscripta on activities
ofthevocationali education program for newspapera
ndother periodicals.

PreSeht'activities.of the vocational,educit on pro-.'
gra* on-televisio6.

245. Present activities of the vocational educat on pro-
gram on radIcr:--'

246. Diiect student presentations'deseribin _activitie
of the vocational education prciiram.

247. Conduct an oPen house, to familiarize- membera-tof-the-
school and community with activities of the voca-
tional-education program;

248. Sponsor student-parent, activitIes
education program..

249. -Assist with siecial community social event

250. Assist with communIty business and Industry sponsored.
activities.

Serve in professional nonvocational organiaations
,improVe the itage'of:the vocatioat ducation program...

252. Sefve in a community civic,-service, r social orga-
.

nization to improve the image of the vocationa edu--
cation program.

Próvidd con dltant oervães
industry

.254, Maintain -liaison

255'.

_odal,busines and,

tuunion officials and-amployers.-

Maintain liaison_with employmentagencies..:

aintain -liaison with community prófessional, Berl, ca,
aternal-, social, and religious. organizations.
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257. Maintain good relationa with ther schools.,

Maintain liaison with state department Personnel.

259. 'Ob;ain informal feedback'on the vocational educat on
-program through contacts with individuals,in=the
school,and community-.-

260. ' Conduct.opinion strveys in the School-end:community
concerning the vocational edUcation program.

= === ,

261. Analyze enrollment trends to determine student and --
parent acceptance of the vocational education program.

262. Obtain information-frath parents relative to their
expectations.oUthe vocational_education program.

26 . Consult the advisory committee to obtain information
0

concerning_their expectations ofthe_ vocational edu-
Cation program.

264. Acquire information from members of the cOmmunity
power structure (e.g., political, social, and econo-
mic pressure groups) regarding their expectations of
the voCational edtcatiot.prograd.

265 Study community voting.results on'financial issues
affecting the-vocational education program to deter-

.

mine community support.

Study inadhoOl.clection reeuit jetudent councik,
. class officers) to determine.the -image of the voca-

z

tional students in the school-.

267. Maintain workine relationship-a 'with the
ministratiowand faculty--

268. Aasist in planning the goals, of the
program.

schdol

, 269. Maintain working relationships with tho
portiog staff through cooperation and'mu

VINT. Student Vocational Organizatiot:

chtol
ual effort.-

270 Ohtain appraisal tram the ichool'adm n stration for
etablii.nathe 'Student vocational orginizatien .

271,- Contact itate-departMent personnet regardingfthe steps
to be-followed in organizing a student vocational or-
ganizatiow.
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Acquaint proapective Members and their parents'with'
,thepurposes, attivities, and values of the student:,
-vocational organization.

Organize a student committee to assess student in-
terest in joining a student vocational organization.

274. Assist in the-development of a constitution a byr.
laws for the student vocational organization.

Condutt an organizational meeting for a student voca-
tional organization.

Direct initiation a;
organization. 2

Amdents to the,_ vocational organiZa

-278. Assist in the election and installation of of ficers-
ofthe-student vocational organization.

,
.

,279... Conduc a lesdershtp training session' for
,

of the-atudent.vocdtional organization.

280 Obtain theassistance of state department personnel
in mai tenance of the stUdent vocational organization.

Assist students in' developing a yearly program
-Wbrk for the itudent vocational organiz tion.

Assist stbdents in advancing within the available
grees in-the studene.vocationdl organization:

,

SUpervise. social and edutational activities of
the student vocational organization.

4. Involve-elected chapter parentS in the activit es
:the seudent vocational organilation.

5' 'Assist studentd with pub/itizing the s Udent vota-
tlonal 'organizational activities.

28.6. A sist students wi,th the-financial management of:the
-student' vocational organization.

287. A -1st:in plinning and- organizing fund-iiisinvact
ies for the student vocational organization..

288. Maintain a, file of pnblications available forthe
-student vocational organization.
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289. Supervise the development of an annual handbook for
the student vocational organization.

200. Suparvisethe development of a ehapter-ecrapbook for he
student vocationalorganization.

291. Evaluate the student vocational organization.

292. Affiliate the
the state and

293. Assist ill the
ports for the

student vocational organization with
hational vocational organizations.

preparation of state and national re-
student vocational organization.

294. Provide advice for student entries in state an a-'
tional student vocational organization contes

Send student representatives to district, state
,

regional, and national student vocational organiza-
tion. _activities.

296.: AsSisf in thedeVelOpment.' of rules and prOCedures
far codduoting district,,state,-regional, and national-
student vocatiOnal organization contests. -

297. Serve as anativisior pr judge for district, ante.,
regional, or natiOnal- student votational'Organiza
tion contests.

298. Participate in distritt,:state,.tegiOnal, and national)
,Sctivities of the student votational organIzation.

IX. Professional Role-and Mevelopment

299. Identify.current trends of the eaching,profession.

300. Promote the atta nment of the goals of the fea hing
profession.

301. Express a persona professional philosphy conuietent
with the goals of the.teaehing-pro e

302. Express a personal:professional philosphy consi nt

with the goals of the vocational edUdation.

303-. Maintain-the ath'ical standards expected of a,pro es-
atonal educator4

304. Exchange observational viai.ts ihnovationsf; and-ideas

with others in the.profession.

-1 6=2



305. -Support professional organizations through:membership:
and attendance at,meetingd.

306. Serve professional organizationtes An officer:and/o
,chairman or.member-of the committee,-

Represent the eeaching.profession gs a commit ee mem--
bet, delegate; or program..participant:at meet ngs.and.
-activities of other related-professions.

Pa ticipate in exPerimPntal and other data co
research activities.

309. Write an article -or-book-fdr publication which-eon--
ributes to-the literature of the profestion;

310. Assist in orientinsteacherd Who.are
systaM

Work with a team from the school and/or community on
pertinenCsehool activiiles.

Serve commUait needs by_contributIng prase's onal,
expertise to- ommunity activities. '

313:- Consult superviticirY and administrative evaluations
to determine attitudep of others toward one's per-
sonal and professional abilities and limitationi.

314.. Use a self-ana1ysi formto.evaluate personal and:
prefeasional-abil es and limitation

Select the teaching position which:is in keeping with,
personal anci.professional.abilities and limitations.

3 6.. Maintain professIonal certification through enrolling ,

ingraduate, ex enaion-i-and in-serviee-education pro-

grams.

'3 7. Expand educational bacground end leadership'potential
\ by achieving advanced degrees.

318 Keep up7to-date through reading pro essional
ture.,'

Acquire new occupational skills and information needed
.to keep pace with technological advancement in voca-
tional education.

320. :Up,date professional.personneljile regularly.

163
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32 'Participate in non-nstructionai -chool activities
(cafeteria auPerViaion, homeroom, tins duty, chap-
eroning,etc,)

322. -Assist with.nonvocationa -tudent,organiza

323. Provide opportunitiea'.for potentiarteachers to ob-'4;
serve and participate in the. publiC chobl rogr. ,

.

324. Inierpietthe Policie&and regulation; at'the local
.school district to the-student teacher.

325. Plan activities for- Chel;tudent*teacher which d
_

upon and edrich_college courae.work.

326. Asaign responaibilities commensyraie_with theeotUdent
teacher's background of knoWledge and'experience.!.

327. Demonstrate instructionalechni4ues..-for'studegt teach

328. Consult regularly with the student teaCher regarding_
planning, implementing; and evaluating teaching,

329, Confer regularly with the student teaCiler.

330. Confer with the college supervisor and' the student'
teacher-regarding plane for and'avaluation.of.the'
total student teaching=e1cperienc

Coordination

331. Establish'criteria for selectipn of- tudent-learnera.
,

332, Provide prospectiVe student-lea ners with.respurck
materials_on_occupational_opportdnities_to,aid Chem-
in selecting A.vocation;

333 -Administer-Oconpationei-resta-rele vw-t-o-studin
learner selection and placement.

134. Gather. student-learner seleCtion data.

335: Interview students and_par_nts to,obtain ;Octant-
learner,interest and aptitude information. '

330. Identify a-prospective student-learner on the baeia
of selection criteria and' data tic"
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37.:Match aatudent7learner's unique chsrate
an-apprópriate-traiting-atation.

on4he;joh,training hours.and wages for_
studeht4earners.

Establish'critaria for,evaluating the trainl_
potential of a business or-induit_-

joientify prospecti4e cooperating emitiloyerato provide
onthe-job training stations_._,,_,-_

Establish criteria_to evaluate qualificationa of
prospective onth -job instructort.'''

-
342. ,Assess training_capability ofthe_on-the-job instruc-__

tor_of the prospective training station.
_ _

Assess edUcational adequacy of ,the prospective
station's facilities and equipment-..

train 48--

344 Assesaeafety provisions of the-facilities and equip-
;lent of the prospective training station.

345. Convinee an employer te provide a training et&tion
for -000perative vocational educatiom;-

346. ,Arrange with a union to make a contract proviaions for
stUdent_4earn-

_

347. Develop a_training-agreement between student-learner,
parent, school, and cooperating employer.

_348. Arrange school and work schedules_with student-
learners,and,school, and employing personnel,-,

,

. _

349. Develova systematic training ,p1an -with the cooperati
employer and/or_ ou7the.- ob instructor..

. =

-350. 'Aid_student-learners

352.

ft proeuring-wark:permitn.

--,Assist the cooperating employer in obtaining-inform
tion coneerning federal-and sta e way and hour

.

-classifications. .

Aasist the.coopereting employer in acquiring a federal
.permitto pay a training-wage.

Assist-the cooperating:employer in verifying the le-
gality of employing a.student-learner iwa hazardous
ocCuparion.
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A a_qualifications_
for reimbursement_for training a' student-lierner.'-

,

- 355. ,Obtain reimbursement for:the cooperating'amploYer
providing on-the-job training.

3_6. Obtain reimbursement for,the:student-learner for
allowgble training costa such as ,Clothing std t-oo

357. 'Prepare,tha student-learner for_an interview with the

-cooperating-mmployer-and-training-statiOn7persanne

358-.' Assist the student-learner-in n-the-job training
orientation.

30. --Assist the cooper ting: player's ,personnel in accep
ing the:training-Status and role of the student-

--
learner.- .

,360. MAintaimAgood,working relationships With training
etion personnel'.:

- .

DeVelop a p ocednre th_insure:student's safety and:
protection irvthe traihing station. _

362 Develop a plan for supervision of.on-the-job tra ning.

,
363. Infor6 the administraicin Of the-coordination-itiner-

364. Assess the on-the-job experience daily reports with
Ate student-learnerto plan future instruction.

365 Encourage:the on-the-job instructor to follow .the

training plan in providing experiences for the tudent-
learner.

366 Maintain the,student-learner s progress repo-_s for
-on-the'-jobtrainingand related instruction._-

367. Examine the atudent-learner's progress reports to---
determine future-of-the job training exPeriences

-and-related-instruction.

368, Maintain a redord of individual work hours,1 waged,
and work experiences of onthe-job training.

369. Assist the student,learner in the solutior of'problema
related to brithejob
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370, Control-studgntmlear:
on-the-job training.

_absentee

371. Control the transfer ofstUdent-learners within the,
cooperative vocational education program and to other

_
schoolp-Cograms.

372.;conduct termination:procedures for drithejob training
jor_thesstudent-learner when condi ions demand it. ,

3. 'Sponsor=an7employeremployeeapprectationevent=

374. Evaluaterthe studentTlearner's work qualities and
habits_on the

3.75-'Evaluate the student-learner's,personal tra_
-Oharacteristics_onthe

nd

376. Check the student-learner A progress with7the on-the-,
_ .

jobi ,instructor and othettrainingatation personnel.

377.-Check the student-learner
skilla on the job.

ogress in atouiring

-

378. Assess the,student4earnet16 performance with:the-
' assistance of the on-the-joh instructor% ,

379. Obtain Auggestions, from the on-the-job instructor:to
luta-the talection of letsenafdt rerateThinettUt

EValuate he qualfty of the On-the'..
ceived by-the student-learner;,

381. Provide a workshop to.assist on-the-job:ins ri-ictors
in-techniques for teaching.studentlearners.,

=sin ng

382 Assist the on-the-job Inetrnctor With-development_of,
teaching techniques during supervisory visits- to the
trainingstatiOw.

383.- Update.related instrudtioh for-student-learners en
---the-basis-of-informatioin ontechnelogy..obtaided_Jrom.

coopersting employerS.

184. Obtain informatiOn from the a visory committee on waye_
to Improve related instruction and onthejcib training.

1_67
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MODULE TITLES FOR
LNSTRUCTION-EXECUTION CATEGORY

-Module: Direct students in =obtaining information from sources

in the co mmunity

79. .Conduct-field trips.

Direct students in gathering nformation 'from

sourcesAn_the_community.-__-_

ModUle: Present:information with=the aSsistance of a resource

person
. _

118. Present information wi.th _he assistance of a
redource.person.

ModOle:

Module

Module:-

-
130 Present information with a tele-lecture.

Conduct syrnposiums panels, and-groupidiscussions.-

95.

-CehduCt. ymposiums

J..ead group discdsslonb.

_

96 Con tic: panel Jac_ sions.

Stimulete=learningthroUgb brain to hg-buzz-group
and question.bok techhiques

Conduci brainstorming- _-ssions.

CondUct buze-grouPs-

*98.- Employ question box technique.

Direct students _in--instructing,other students.

Directstudent presentations.-

-Direct students

Note: Thejtbove is a portion
category,.

+

ucting othet students.

_

he.the Conceptual I

S E OF A CATEGORY FRAMEWORK

eWotk for the
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PLE OF PERFORNANCE OBJECTIVES DEVELOPED FROM
. GENERAL OBJECTIVE CRITERIA

Generil-Oblective: Assist.graduating ptudents
interviews with potential-ettployeri- -234)

The following performance objectives were-developed from the
general objective by establithing one performance objettive for

_

each of 'the criteria Jisted.

1. Given the case studies,of ffiri' employers and the case
study 9f a graduating student you will evaluate and
select,two employers with whom the student should obtain'
an interview. Your_ielections Will be evaluated accord-

-

ing to the key included in this module.

Given tWo traduating students seeking-employment, you
will- assist them ip setting up interviews with.employers
through, the use.of two different techniques. Tour as-
si!tance will be evaluated by a list of criteria availablq

- _
fromyour resoUrce person.

Given a itudent-who has set up a job interview with.an
employer; you will assist him in practicing for the in-
terview using simulation techniques. Your tssistance,
will be evaluated by a list of Criteria- available from-
your resource person

.169
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APPENDIX 8

Competency Lists - Part 2: For
Initial Teacher Preparation in
Both Broad-Based-Vocational Education
and Specific Service Areas -

Fourteen Listg From National Studies

-page-J60:-American Home Economics AssoCiation-

Byrd....-. ... . .. . .

-page:163- .BenSen_and-others-- -

. 1 ,

-..pagel6S-:
Canfield ',-- page=167

CraWford -

pagej69Courtney' and:Halfin
-page-17D.,

: :-,

Harris page.717.2:'
, -

.-Huffatutler-..,_ ....pAge:176
--,,,Mborealtad%.8ender-_'-- =-: ,!, 'ingel,41'

OhioState UniVersity .. ,. ....... . ---.:;'; 41age .J86

Perkins- pag 0.69,-

Ridtkey -1:page 194:

spaziaill-and Courtney -- ,-page-186.-:
- -- , ,.

Vbgler and Patton '-p48e-19.8. ,
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American-Home Economics Ass ciation. Competency-Based Professional Edugation

in Home Economics, Selected Co e encies and Criteria.

AMes, Iowa, February 1974. .
N_ ".

,TRE-PROFESSIONAL LEVEL'-

EDUCATION PHILOSOPHY

1. The participant will formulate and communicate internally consistent and

professional beliefs based on philosophies ofhome economics and of educa-

tion in'the context of-contemporary society.

The participant will relate professional beliefs to decision making in-

varied eddcational-settings.

PROFESSIONAL ROLE IN HOME ECONOMICS.

3. The participant will demonstrate ability to fulfill the professional role

of the home economics educator as a facilitator of learning, counselor,

team member, communicator and interpreter, a-liaison with community, and

a member of the profession.
The partiCipant will demonstrate a commitment to the professions °flume__
economics And education.
The participant will assume responsibility for her/his own continuous per-

sonal-and-professional growth.
The participant will demonstrate ethical personal and professiondl behavior.

The participant will analyze and evaluate social action that influences

the well-heing of individuals, families, and,the community.

PROGRAM PLANNING FOR EDUCATION IN HOME ECONOMICS

The Participant wil1 collect and analyze relevant information that has

applications for a given home.economics program. .

The participant will select and justify the objectives,-content and stra-

tegies included in a given home economics program.

Ihe,partiCipant will organize home-economics offerings into a sequential

and integrated pattern to meet the needs of given audiences.

11, The participant will implement a plan for a given'home economics program.

12. The participant-will evaluate objectives and goals of groups in relation

to a total home economics program.

THE EDUCATIVE PROCESS\IN HOME ECONOMICS.

13 The participant will use skills in an educative setting to facilitate

learning.
14. The participant will'design instructional plans appropriate to the needs of

specific-reamers-in-educative-settings.
IS. The participant will implement instructional,plans.

16. The participant will plan for and use evaluation as an integral part of the

teaching-learning process.
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17,- The aticipant will -establish and-maintain
achieyement of objective-s. .

RESEARCH'IN HOKE ECONOMICS AND EDUCATION

enyironmen

18. The participant will recognize and appreci te the rple,of research in
'facilitating the tbachielearning process and in ,expanding knowledge.
The participant will use-research findingSto ithprove the teachini/learning

. proteSs and as a.Source oflaimiledge.
20. ,The participant wil comprehend the elements of the research.process.

PROF'ESSIONAL IMPROVEME EVEL (PR0FES5TONAL DEVELOPMFNT)

EDUCATION PHILOSOPHY

21.-.The participant c evaluate professional-philosophies:
'22.The participant w 1 _continually develop a personal/professional philosophy=
23. The participa can contribute to development of a philosophy for the

home econom s profession.

PROFESSIONAL ROLE IN HONE ECONOMICS

24. The participant can accept, perform,-and adapt to changing roles and functions
of various positions as a home economics educator.

25. The participant can.evaluate aducational.structure in relation to its pro-
motion of the purposes of educational programs in home econothits.

26. The participant can evaluate professional performance in Fome economics.
27. The participant-will-show integrity in relation to professional practice.

PROGRAM PLANNING FOR EDUCATION IN HOME ECONOMICS

28. The participant will analyze ihe sbciologital; economic, politiCal, cul-
tural; and educational forces that affect home'economic programs.1.

29 The participant can-evaluate the,needs of learners in a given environment
in relation to program need's.
The partitipant'will integrate the contributions of fields of study related
to home economics in effective program planning.-
The participant will develop a,system for selecting and organizing home
economics knowledge and skills significant for various learners and learner

32. The participant will use'and initiate research for program'planning.
33. The,participant will evaluate existing programs and retain, mbdify, or

delete them er ipitiate appropriate new home economics programs.
34. The participant-will assume leadership in coordinating,andfor integrating

home economics programs with other programs, agencies and organizationi.
The particibant will realistically evaluate, pbtain, andallocate human,
fiscal, and material resources for home economics programs. .

The participant will formulate flexible long range plans for programs and ,
facilities. .

The_participant will_ epgage_im_self-appraisal of personal_and_professional
growth as related to the ability to Plan programs.

38. The participant will supervise,others engaged .in progra planning.
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THE EDUCATIVE PROCESS IN HOME ECONOMICS

c pant will contribUte to the deve opment of theories; hypotheses,

and procedures in the educative process in'home economics educational
programs.

40. The participant will develop and refine instructional strategies.
41.. The participant will predict the direction of behavior change that

from the use of instructional strategies.
42. The participant will develop and'refine instructional materials.,
43. The participant will create. a learning environment to pptimize the va ious

types of interactions within the educative process.-A-

'44. , The participant will evaluate the ,educative process.
45. The participant will systematize the assessment of learners

watd the achievement of objectives.

RESEARCH IN HOME ECONOMICS AND EDUCATION

.The participant values the importance of the reiationship between teaching

_and research. :

47..Jhe participant can conduct research that relateS
pf home ecOnomics.-

48._ The participant.can interpret .data to others.
49. -The participant can use research data.
50. The participant can evaluate research data.-
51. The participant can disseminate research data.
52-. The participant can promote'a climate in which research-ideas are

and nurtured including those.between and among other disciplines.

learning

173

stitulated



sen, M. Janiei; and otheri. Jndustrial'Education-Teachtils'Professional'
1Dasks.:,:ED,099665, CE 002772.. ,

epartment of Industrial Teacher Education, Universi..y of Wisconsin, Men6monie
July 1974.

ROVE INDIVIDUALS' COMPETENCIES
' -

Provide for regeneration and development of competencies.
Keep up with developments in the field.
Use selfeValuation techniques.

DESIGN PROGRAMS -

4. Stu. dy Society in generarand its problems in particular to-Maintain and
improve the relevance'of industrial education_goalS to society.',

5. Study technology and the ilfstitution of industry within-our Society as'a-
source of the body of knowledge for industrialeduCation.:, :='.

'Study group cultures and principles of learning in'cirder-to,relate instruction
to the individuals for whom the program_and instructionis-being planned.
Analyze the study of society, industri,-and the-individual to Identify the
problems and human needs toward Which industrial_edueation Can"make

. .

contributions. , .

1levelop new and existing programs in terms of expected'-task'outcomes
Collect.tasks into appropriate instructional groupsfOr-teachinv (cou ses,
units, eto;).

10., Develop.A plan ,for continual re-ision and improVement of-programs.
_ _ -

U. Develop implementation strateg_es for new program and=changes in existing
_

pregrams.

-1DESIGN INSTRUCTION,

12.- Write performance objectives for each course.
13. Organize objectives into appropriate sequences.

Validate.content against domains and akainst levels'within domains.
Develop (or identify) students learning activities appiopriate to each

'behavioral objective (make the content operational )
j16.s-Select teaching activitkes and strategies.
17. Identify and-prepare instructional resources.
,18. Deyelop a strategy for evaluating instruction.
19. Organize and complete the course.of, study.

Prepare lesson plans for groupanditdiVidualized instruo ion.

HINURTURE HUMANENEg-

Nurture_humaneness-with-students.
22. 'Nurture humanenes's With thuschool:staff.

Nurture hUmateneas,with parents and community.
24 . 'Nurture hUmaneness to one,',.s setf.
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25.- Execute instructional plans and strategies.
26. Motivate students
27. Interadt 'with students in a positiT&manner'.
28. -Adjust the plans _and 'strategies' based; on' obseri

29. Teach the substantive content of the field'.

MANAGE THE LEARNING ENVIRONMENT

30. Plan for and organize the facilities needed for the program.
31. Requisition and receive supplies and materials.
32. Maintain records and filing systems.

,

33. Respond to social-emotional climate-

34. Establish physical conditions conducive

PROVIDE PROFESSIONAL SERVICE

35. Advise and counsel students.
36. Participate in service activities
37. Assist in' general school duties.
38. Offer professional advice.
39. Develop programS of professional service.
40: Contribute to literature Of the field through technical

writing
Supervise student-teachers.

a learning.

of the educationa and civic communi

UTILIZE RESEARCH

42. ,Identify needs (problems) amenable to research.

43. Prepare proposals for researching a problem.

44. Conduct proposed research.
45. Write research reports.
46. Cooperate in research efforts of others.
47. Read and interpret research findings both as a consumer and as a researche

48. Apply the decision-making process to the solution of instructional problem

and/Or pro essional

EVALU-ATE INSTRUCTION

49. Assess whether 1students have, assimilated the materia-I.presented.

50. Construct and eValuate Measuring -instruments-end prOcedures.

51. Administer evaluative experiences.
52. Determine efficiency and effectiveness of instruction.

EVALUATE PROGRAMS

33. Collest information at the program level.
-7:54.Atte-s-s factors influenting-pragram-.

55. Determine output characteristics of _students
56. Determine effectiveness, of_ program implementation.
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krrd, Flossie M. The Role of.Teacher Education Ins ion of
,leachers Basic Competencies Needed. VT 000204,

Ohl.o State University, Columbus, phio

BEGINNING HOME ECONOMICS TEACHERS:

1. Integrates Oilosophy of life,--philosophy of education philosophy o
vocational education, and philosophy of home economics as a basis fOr
hought and action.

l\deptifies and accepts the professional role of the home economics
teachers. .

Establishes and Tnaintains mutually satisfying or'acceptable interpersonal
relationships in the prdfessional environment.
Plans and implements effectively the part,of the home econo ics progiam
for\ which she is responsible.

'Teaches-effectively.
6. Use and participates.in research.
7. Participates as w.home economics teacher-citizen in local and expanded

commUnity -rforts which have significancefor individda nd family
wellbeing..

TEACHERS IN EMERGING PROGRAMS
k

Utiliz tion of the most%up-to-date techniques_required to do-the job.
Possession of a thorough foundation in the.knowledge and skills involved
in the ijob. 1

10. EffectiVe.working with trainees in.the development of skills and attitudes.--
11. Cooperatlion with the administration, employment ances, and potential

'employers in the developmentof the course.
.1

-TECHNICAL_COMFETENCIES WHICH SEEM REASONABLE TO EXPECT OF THE OCCUPATIONA

k

TEACHER: \
1

l'.4-----i
12. Integrates philosophy of education, philosophy of life, . and pbilosophy

of occupational education as, a basis for thought and action. (revised
, -

--from-otberlsource) ,.

. Possesses Up-to-date knowledge regarding technical-matters!related to the
practices of a specific jocCupation or cluster of occupations.-
Visualizes the relationship between the,cognit.ive and manipulative.elements
of:specific.occupations or clusters of dccupations and.bridges the"hiatus.
'Possesses basic skills required to perform effectively in the occupations.

. I.

6, StructUres the teaching-learning situation in a manner as,to enhance the
-\ .acquisition of cognitive and manipulative elements of the occupation.

--17--Advisesandstimu1atesstudentS-to-deVelbprto their fullest capacity.
18-. Communicates with and relates to people -- students,vocational leaders,

industry representatives and others -- whose-cooperatlon and assistance
f\ acilitate program planning and-implementation.' ..

Builds.a close liaison between industry and oth6r potential employees And
_

the individuals who ultimately will assume some responsibility for fulfilling
\ -

their personnel needs. .
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20. Demonstrates an 'understanding of the concept of cu
rather than an attribute o a specific vocation

PERSONAL COMPETENCIES; .TEACUERS IN OCCUPATIONAL EDUCATION

21. Exemplifies a quality of feeling about her work, -- a commitmenr

role and the obj ectives_of__the _program-7- persFal_involvement
gecognizes the dignity of worls L- any work which prepares for salable
skills at the secondary, post high school or adult level

423. Transmits respect ifor the dignity of work !to students.
24. Possesses ifie capacity for empathy and onenmindedness.
23. Possegses a passion for ordering, knowing and creating reality-for one-

self and the individuals being taught. -

'26. _Maintains psychic resiliency

.1
ure ituden

_o her



_

- 167

_

Canfield, Albert A. Competencies-for Allied ifealth nstructors, VTO 19639,
ED 074258.'

Florida University Gainesville, Florida, Dedembe

INSTRUCTION

,.

1. Maximize the learning cli mate utilizin objectives, process, evaluatiom,
and feedback.

2. Utilize the most effective,instructional materials and techni4ues to,
achieve the learning,objectives.

_ ,

3 Operate the eqtipment neederPto produce and present.those instructional
materials.
Pr4are appropriately reliable and valid instruments'of evaluation whigh
rell-..-tt the specified objectiVes.

.

.

,

-

Develcp and maintain effective and productive relatibnships-w.. ith stu nts.

Crea:.- learnilig experiences
.
that improve skills and influence attitudes,. , {

as well as increase- knowledge . .

_ . ,

. ' .

CURRICULUM DEVELOPMENT AND PLANNING

/.

7. Understand the role and'contribution of differing educational experiences,
includinithe classroom; the laboratory, independent study, clinic, andt
field.
Dei'eTop curricula, in terms of job requirements for knowledge, skill, and,.
attitudes utili/ing task-analysis and literature search techniques.
Organize cirrucular experiencesinto sequential structUres which would
..minimize.over-lap and assure 'logical and meaningful progression's in
achievement. ,

---,1 . Utiliie the special abilities of persons in specifically related discipline
areas4pi.developing, the most.meaningful organization and content of
learninvekperiences.

,,,,- . -

1. Work effectively within the institution's policies and procedures for pro-,
. ' gram and -codr-se deveTopt

-

snt-a-pa-revision. .

12. .Identlfy local, state, and national Sources from which information mdy be_ . ,

'--- Atained about new developments, equipmente techniques, and theorieslin
the student's field.

13. Understandthe,laws and regulars relating fo duc:atihn, including CQ ti7
,.

. ,

'ficationya6creditation, and 11 ensure. '--

14. Understand the current role and -future mplications Of eq uivalency:-
. .

.. -

examination

'-EDUATION4(
-g

,,

IS'. Explai the objectives -the Va,TiOUS tyTes of edutationallinstitutions with-.
. ,

_

_ wiwhom ontac -till,be necessary.
_,..-. c

16. Uti ize know edge of cemmon-or.typical measures of ihtelligence,_interest,
.. ;.

and perionality instUdent,k±ledionadiisemen ,t, CoUnaeling and career- . .

,

_guidance:activitieg.
17. Understand'the_respOnsibilitieS and duties. of'a factiltymemberAirhis_ ,

institution and community- V .;'": ._
,

,r,.
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18. Explain the ro e duties, and functions of group characteristic of the type

of institution in which_employment is anticipated including governing !

boards, chief administration officers, majOr departmental or division heads,

faculty and students.
1

I

19, D5scribe the characteristics of students entering programs within insti-

tutions in which employment is anticipated.
Describe basic educational funding and budgeting processes.
Describe conditions of employment in educational institutions, such as

tenurp, salaries and fringe benefits.
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Courtney,.E. Wayne;Halfin, Harold H.- Competeneies'±of: OCatiOnal'Teachers.
Factor Anal-sis of-the Tra nin 'Needs- Of :TeacherS'Of'OcCU-ational'Education.

Department of Statistics, Oregon State University, Corvallis, Oregon, August

The vocational education teacher

Use the existing local school administration system to initiate-and maintain
the.vocational program.
.Relate_technological advances to laboratory instruction.

,3.- Select_appropriate visual 'materials -for instructidnil purposes.
41__Conduct4.ariadic_updating_af_the_coursr ILin_accoid_withen

]

occupational trends.
S. Select instructional materials Lor the classroom,/

.6. Maintain discipline in the shop or laboratory. /

7. Understand the role of the school in providing voca
the student.

8. Motivate the student in the classroom.
9. Mhke use ef the innovative'provisions of the Vocational Act of 1963,

10. Utilize your background in general or liberal studies to advantage while
participating in community activities.

11. Understand state certification requirements.
Undersfand the legal provisions of teacher liability.

13. Interpret the results of vocational interest inventories.

14. Titerpret statements of ethics as set forth by Yourprofessional organiza

13. , se questions during the classream 'presentations to aid student learning

16. Ose questions during,demonstrations to aid student learning.

17. ,Provide'appropriate practice for classroom learning experience.

18. Understand the goals of vocational education.
19. Understand the goals of general education.
20. Ainderstand the role of the school in providing vocational preparation

' the students.

21.-: Use sociograms.
22.! Secure appropriate.on-the-job _raining positions-for students.
23. Use formalized critel.ia in the selection of textbooks..
24. Aid in the development of the total school program.

-25. Aid the student in obtaining work placement after,training.
26. Locate available standardiied tests.
27. Develop objective tests to, measure achievement.
28. Understand the history of vecational education.

. 29. Purchase appiopriate equipment and supplies for 'instructional purposes
30.; Obtain the cooperation of available communications media'personnel.
31 : Make a shop or laboratory demons'tration meaningful to the indiVidual student .

ional- preparation for
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Crawford, Lucy. A Distributive Teacher Educa
ED 061442, VTO 14976.

, Division Of VocationaI-Technical Education, Arirginia.,Polytechnic Institute
and State University, Blackburg, Virginia, 1971. e -

ORGANIZATION AND ADMINISTRATION OF DISTRIRUTIVE EDUCATION

The distributive edacation teacher-coordinator will:

Comprehend the meaning of terms unique to the distributive education
program.
Explain the aims'and Objectives-of the distributive education program.
Describe the curriculums for high school, post-secondary, and adult
programs.
Formulate a concept of the total job of!the distributive education

teacher-boordinator,
-DemonstIte the ability to evaluate his personal qualities-in relation

to those deemed n6cessary for the distributive education teacher-
.

coordinator.
Plan a distributive education program to accomplish stated objectives.

Conduct a community survey.
Apply the principles of practical research in conducting ashopping or

.service survey.
9. Describe a plan for working with an advisory committee.

10. Demonstrate the.ability to develop policies to serve a-s flexible guide-

lines in the selection of distributive education students for both the

cooperative and the project, of the program.

11. Demonstrate the ability to make effectiveobservation visits.
12. Demonstrate the ability to design on-the-job learning experiences
13. Demonstrate the ability to communicate with various publics aboUt the

distributive education program.
14. Comprehend the pattern for the administration of vodational education-And

distributive education. _

15 . Perceive the role in the adult distributive education program. .

16. Become familiar with_local-budgeting problems irOdistributive education_.

17. Prepare_a_plan-for securing and filing appropriate educational materials.
18.Demonitrate the ability to sprve as advisor to the distributive education

club.
19. Evaluate the effectiveness of the local distributive education pregr

ADMINISTERING THE DISTRIBUTIVE EDUCATION ADULT PROGRAM

The distributive education teacher-coordinator Will:

20. Describe the goala' of the adult program.
21 Identify responsibility of t.pe distributive education teacher-coordinator

imrthe development of the adult prograrain budget planning, securing and
training part7time adult instructors, evaluating an adult program and
record keeping for'the adult program.
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22. Ldentify responsibilfties of the distributive education teachei-coordinator'
in the development of the adult program in budget planning, securing
and training part-time adult instructors, evaluating an adult program
and record keeping for the adult program.

23. Identify specific procedures to follow at the opening and closing sessions

of an adult class.
24. Describe the adult curriculum.
25. Prepare a schedule of classes for an adult program.
26. Explain methods for securing and maintaining enrollment in the adult classes.
27. Identify the methods of evaluation of the adult program

COORDINATION OF VOCATIONAL COOPERATIVE PROGRAMS :

28, .The teacher-coordinator will have the ability to select and maintain

---7--.4taining--stations--ellat---provide-the-best-possIble-training7for-individua--1--
students deoending'On,their needs and vocational goals

29. Theteacher-coordinator- will un erstand the importance ofhaving a training

30.

31.

32.

sponsor:appointed by the'employer for
The.

teacher-coordinator will have the
role-of coordinatiOn in the education
The teacher-000rdinator will. have the
cepts regarding coordination.
The teacher-coordinator will have the ability_to
experiences for cooperative students.

3. The teacher-coordinator will haVe the ability,to
experiences and/or projects-for students who are

each cooperative student.
ability to formulate a concept of the
of a student.
ability to analyze philosophical con-

design on-the-job learning

design participating
not in the cooperative

program.
34 The teacher-coordinator will have the,ability to formulate a concept in

regard to relating classroom, instruction to-actual on-the-jobSituations.."
35. The teacher-coordinator_will-be-able to conceive of his role as a specialist

in a particular vocAtional area.
36. The teacher-coordinator will have the ability to apply principles involved

in disseminating information to students and parents regarding vocational
education.

37. The teacher-coordina ill have he ability to develop policies to serve
as flexible guidelines in thye1ec of students for both the cooperative

and the project plans of th program. )

TL, :eacher-doordinator wi1,1-have the ability tp assist the student -7
according to his Vocational interest, aptitude-and ability -- in *electing'

the most appropriate:on-the-job training placement,
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Harris, E. Edward. Office Education and Distributive;EducatiOlvTeachorL

Coordinators Crtticar-Requixemen s
Vr-01321319

June 1965.

omparisons.

DISCIPLINE AND CONTROL OF STUDENTS

-1. Recommends,to the administration that students who vio ate-or continue Co

violatd cooperative program rules and regulations'be 4ropped from the.course.

aMUres the_cooperation_0_trainink_atation_personna_in_helping_stndents__________
to improve thei* attitude,.attendance, and performance.in school.
Counsels with.students, or secures cooperation of other class members, to
help make them aware of their problems and how.they-can solve-them.--
Secures- co-operation of guidance department or administrative staff-members
in dealing with student behavior problems; .

. Assesses a heavy-grading penalty or detention far assignments that are late,

improperly prepared, or not cOmpleted.

SELECTION OF-TRAINING STATIONS AND PLACEMENT-ACTIVITIES

6. Secures the cooperation Of understanding employers and training sponsors
to give students with known limitations effective training.
Places the students in a.second training station when convinced that the
reason for dismissal was not completely the student's fault.

Secures new training stations for students who lad not previously received

,adequate instruction in a satigfactory working,atmosphere.
Secures new training stations for students who are not making the progress

that they are capable of when he feels the studentt would profit by a
different training station,

EVALUATION AND SELECTION dF STUDENTS'

10. Accepts students into the program who have known limitations after consulting'

with the students to determine if the deficiency is one that can be compen-
sated by other, factors.
Utilizes the services of the professional staff members of the school to ai,

him in'his understanding of student applicants for the ceoperative program.

PERSONAL AND PROFESSIONAL RELATIONSHIPS

12. Properly.submits cOnstructive proposals to improve the.program.

13. Discusses student probltms with appropriate administrative and professional

staff members..
14. -Utilizes eonfeencei, rating sheets, and other devices to-keep staff members

informed about the program.
15 Informs students and employers Of the necessity.of-following school rtgulations.

Handles each student problem individually with the major objective in mind-_
of doing what is.best for the student.

f17. Consults, with parents and provides.them-with the information-that is-advit-

able for them to_have as cooperating parents
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8. Cooperates wistk employers and training sponsors Solving personnel

. problems.
Secures the cooperation df employers in helping students to gain adequate
training when previous incidents deterred the process.

O. Promptly informs employers and training sponsors of conditions that might
make a difference in what they might expect of the cooperative trainee.

21. Works effectively with various individuals and groups'in the community.
a

ADjUSTING STUDENT TRAINING 5TATION PERFORMANCE PROBLEMS (employem suggested)

22.- Explains to employers the possible reasons for-the.students,%behaviers to
aid them in making fair decisions.

.
,

.

i -

23. :Holds conferendes with training station personnel and-students to assist
rainees in becoming bettetellployees.

24.-416Iiii-165ferences-with students whe neia improvement and provides them with,

. positiVe suggestions for improving.' -
.

.

.. . .

:25. SecureS.the cooperation of.training Station personnel to help,students develop.,
better employee-employer relations.

.26. Removes students from training stations and recommends that they be dropped
from the cooperative program for dishonesty when warranted.

2 . Works cooperatively with'training station personnel to-gain a better under-
standing of dishonest acts performed or to give them an understanding of why
students may 'have performed said dishonest act.

28. Holds conferences with employers prior to time students are actually dis-
,

Charged.
29..- Holds conferences with students who are suspected of performing dishonest

acts on the job. &

30. Holds conferences with students; employers, and other employer representativ
involved to clarify and solve problems.

31. Provides students who are having difficulty witkguidance and constructive
suggestions for improvement.

32. Encourages employers to give students an opportunity to prove the selves.

ADJUSTING STUDENTS' PROBLEMS (student suggestions)

33. Utilizes the training sponsors and student leadership activities to help
individuals gain confidence in themselves. Y'

34: Conducts conferences with students who are having difficulty in adjusting

.to the responsibilities of being cooperative trainees.
3$. Removes students from present training station when he is convinced that it

'would be most beneficial to the students:'
36: Discusses'student training station problems frith training station personnel.
37. Holds conferences with training station personnel and student-learners.

!

8. -Requires,- advises, Or encourages students to remain at training stations for
a longer period of time before making a final decision as to whether or not

0
they like their'position.

DIRECTION OF IN-SCHOOL LEARNING ACTIVITIES

-:39.; Effectively utilizes the resources of local-business establishments to supple-,
ment the instructionfacilities of the school.

40. !Secures guest speakers for his classes who are considered competent in the
area being studied.
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nDEVELOPMENT AND PROMOTIQN OF PROGRAM

41. Efectively utilize's a variety of techniques, such as guest speakers during

"-Careers in Retailing Week", speeches in other classes,.personal confer-

ences, dress-up days, special programs, mass media'publicity, and window

displays to inform students, teachers, and admifiistrators ibout the program.

42. Effectively utilizes a variety of techniques, such as employer-employee

banquets, individual and progzam recognition publicity, and various other

mass media available to'him to devblop a good program image. \

SELECTION OF TRAINNG STATIONS AND PLACEMENT ACTIVITIES

43. Does not utl...121aces of employment wherestudents have_little_opportunity_,_
to receive effective.training.

44. Places students at a second training station when he is convinced that the

reason for dismissal was not completely the fault of the student.

45. Secures new tiaining scations for students-who had not previously received

adequate instruction in a satisfactory working atmosphere.

PERSONAL AND.PROFESSIONAL RELATIONSHIPS

46. Works cooperatively with administrators on the operation of,the cooperative

program,
47. Works cooperatively.with other members of the business education depa tment.

48. IS aware of student's problems and offers personal ssistance.

ADJUSTING STUDENT TRAINING STATION PERFORMANCE PROBLEMS (employer suggested)

49. Holds conferen wkch students who need improvement and provides them with

positive suggestions for improvement.
SO. Holds conferences with training sponsors to-Adtermine specifically the

deficiencies of students.

' 51. Discusses on-the-job difficiencies with each
suggestions for.improvement.

52. Works with students individually in school to
deficiencies.

53. Provides training sponsors with constructive
more effective as on-the-job trainers.

:ADJUSTING STUDENT PROBLEMS (student suggested)

student individually and o feys

help them correct on-the-job

information to help them be

54. Counsels with students to deterMine the nature and extent
before determining the best way of helping them.

55. Listens to students and calms them down before.attempting
Discusses student, problems with employer or supervisor at
station.

of their problems,

to help them,
the trainink

6EVELOPMENT AND- .PROMOTION- OF.'PROGRAM.

56. Utilizes4lersonalzontAts -direct mailings,.and.other techniques tb.promote-
.

the cooperative_program.
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On the basis of the findings of the study and the opinion of the national
. leaders of distributive bducation in 1959, the folloWing areas-of instruction
should be stressed in bothpreservice and in-service training of Illinois
°Mae education and distributive education coordinators;

57. The.importance of selecting students for the cooperative program who plan
to pursue a career in the occupational area of their preparation as
cooperative trainees.

58. The value, importance, role and means of effectively utilizing the advisory
committee for the prelim-ration of secondary school students for the chang-
ing world of work.

59. The role of the businessman as a member of the advisory committee or as an
employer in the placement prOcess.

O. The----vatue-and-a,cd-c-of-busi-ness exp-eri-entz-Trrthe-preparation-o-f-geconclary

school stu nts who plan careers in business:
61-. The impor ance of utilizing designated training plans in effectuating the

cooperati e method of instruction.
62. The value and importance of teacher-coordinators renewing their business

experience at regular intervals. -

The following-should be stressed in the pre-service and in-service training
'Of distributive education teacher-coordinators in Illinois:

63. The type of jobs for which'student-learners should be prepared.
64. The number of hours that student learners should be allowed to work per week.

The following areas of,instruction should be stressed in the pre-service and in-
service education of Illinois office edtication coordinators:'

1

65. The value and role of,business experience in the preparat on of secondary
school students who plan to pursue careers in business.

66. The importance of selecting students for theccoperative program who plan
to pursue careers in the occupational area for which they will be receiving
instruction.

186
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iffstutler,E. Vaught4 NtCallon, Ear1,1. Stud of Needs for VocationalTechnieal

Fro- ssional Personnel-Develo ment in Texas; Fina. e ort. Texas Education Agency,

Austin, Division o OcCupational Research and Development,.1973. ED 087905.

To Aetermine to what extent presently offered University COUTSes are,related to

these specific competency neEds and to survey recentvocationalftechnical graduates.

INSTRUCTION - PLANNING

1. Make_a_job anakysis_f9x_de qminaticaLsdLiagmusIiDnal
taught.

2. Sequence performance goals (objectives) for a course.
3. Identify the unit topics for a course.'
4. Determine cbjectives for a unit.
5. Identify lesson topics for a unit.
6. Develop a course syllabus.
7. Develop a course of study.
8. Correlate unit content with on-the-job nd/or laboratory experiences.

9. Determine group and individual learninV experiences for the unit based on
individual differences of students.

10. Select methods of evaluating students' performance' throughout a unit.

li. Identify the specific objectives fol a lesson.
12. Select teaching techniques for a lesson.
13. Prepare information sheets for student use.
14. Plan student learning experiences for a lesson.
15. Prepare a lesson plan.
16. Prepare job sheets for student use.,
17. Prepare assignment sheets for student use.

18. Select methods of evaluating studentS' attainment of lesson objectives.

19. Obtain' textbook, references, and other instructional material.
20 . Develop original instructional materials such as individualized related

assignment sheets, transparencies, and Fharts.
21. Select tools and equipment fer a-lesson.
22. Assemble consumable supplies for instructional purposes.

INSTRUCTION EXECUTION

23. Conduct field trips.
24: Direct simulated activities.
25. Conduct group supervised study.
26. Direct students in applying problem-solving techniques.
27. Present information by the project or job-method.
28. Direct student study of textbooks, bulletins, and pamphlets.
29. Direct student study of information and assignment sheets.

30. Direct students in preparing laboratory work or job plans.

31. Provide students With opportunities to apply new information while nder

supervision of.instructorl
32. Introduce a lesson.
33. Obtain a summary for a-lessem.
34., Employ oral questioning techniqUes:
35. Acknowledge student verbal and non-veibal cues or
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36. Enrich instruction to challenge the abilities of the abler student.
37. Provide instruction so that students c'an progress at own rate of speed:
381 Establish frames of reference to enable the student to understand a situation

from several points 'of ,view.
39. Present a concept or principle through a demonstration.
40. Give a lecture.
41. Give an illustrated talk.
42. Uswanalogies to present information.
43. Present information by the use of individualized inst ction.

44. Give an assignment.
45. Ptesent information with the assistance of a resource person.
46. Present information ith exhibits.
477---rI1üi=Erate with mod s and real. objects.

48. Present informati with audio-visual aids.

-INSTRUCTION EVALU ION

49. Establish criteria for evaluating student performance.
50. -Consider cumulativedata on students' ability and achievement in evaluating

performance.
51. Formulate a system of grading consistent with school policy.
52. Appraise students' products according to performance standards of the

occupations.
53.. Appraise students' performance in relation to instructional goals..
54. Evaluate individualized'related assignments compIeted under directed study.
55.. Evaluate student-learner's work qualities, personal -traits, and prdg ess on

the job.
56. Devise self-evaluation techniques for use by students.
57. Engage-in cooperative evaluation of student's achievement with student.
58. Determine grade for perfoimance for on-the-job and related instruction.
59. Interpret students' evaluation of instruction.
60. Formulate items for objective tests.
61. Formulate completion test items.
62. Administer teacher-made tests.
63. Analyze tests for validity.
64. Analyze tests for reliabiliiy.

PROGRAM PLANNING, DEVELOPMENT, AND EVALUATION

65. Collect occupational data'from employers to identify vocatibnal education
needs.

66. Identify the role and function of the advisory co a tee.

-67. Assist in the identification of the vocational-education Purposes and
objectives for the school.

68. Identify the competencies -needed for entry into an occupation.'

69. Describe the occupational staftdards of pertormane for each task in"an
occupation.

70.- Assist in writing-general objectives,for couries offered in the'vocational
education program.

71. Identify knowledge and attitudes required for the perfdrMance of each
occupational task included in,a course.
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72. Write student performance goals for vvational education Courses.

73.-Xonsult advisory 'committee in developing a long-range prOgram plan for

vocational education.
74. Analyze long-rang course needs for$.-the vocational education program.

75. Specify long-rang acility, equipment, and supply needs for the vocational

education program.
76. Assist in preparing the longrange program plan for vocatiorl education

in the school.
77. Maintain continual follow-up informan on placement, employment, and

training status of each graduate of the vogational program.
78. Determine the reasOns students drop-out of the vocational program---
7. -As-soss the,relOVATIty of-the voca io-na course offe-rings-.

80. Assess the adequacy of the vocational education facilities and equipment

relative to technological changes.
81. Disteminate a summary of-the vocational education evaluation to administrators,

advisory committee members, and the board of education.

MANAGEMENT

82. -.Compile a list of supplies needed for the academic year.
83. Identify ney tools and equipment nbeded in a vocational course for the

academic year. ,

84. Recommend-reference books and periodicals related to vocational education

that should be'added to the library.
85. Prepare a capital outlay budget proposal for new equipment needed in a

vocational course.
86. Plan an operating budget proposal for consumable supplies, services, and

materials needed in a vOcational coursp.
87. Prepare a budget for estimated travel expenseg'incurred in-vocational_activities.

88. Arrange for additional vocational facilities to accommodate expanded

enrollments and technological advancements in a course.

89. Prepare purchase request for approved vocational equipment and supplies.

90. SupP'ly administrators with data for. vocational reports required by the state

department of education.
t

91. Devise a system for maintaining occupational information and opportunity
-

data for use by vocational students.
92. Devise a filing system for instructional materials.

93. Uphold schobl standards of expected student behavior.

94. Formulate with students acceptable standards of behavior in vocational

classrooms and laboratories.
95. Uphold acceptable standards of student behavior in vocational classrooms

and laboratorie.
96. Carry out approved disciplinary action when warrented.

97. Encourage studehts to exercise self-discipline.

98. Control outbursts of fighting and agressive'behavior.

99. Maintain an inventory of vocational:tools, supplies and equipient assigned

to the laboratory.
Arrange for the storage and security of vocational supplies and equipment.

Control heat, light, and ventilation in vocationarlaboratories and classrooms.



GUIDANCE

,

102. Maintain an open door policy for student consultation.
103. Deve14 constructive working relationships among students.
104. Encourage students to .discuss career aspirations. b
105.. Demonstrdte personal concern for the student and his'family.
106. Demonstrate a regard ,for and an interest in the students as individuals.
107. Conduct a conference for counseling a student.
108. Encourage a two-way communication during a conferenc.e with a student.
109. .Assist students :41 developing.gOodptudy habits.
110. Recognize potential _problems of students.

--1-1-17--Assist students in determining ways to hest describe tpeir saleable.-sk 1
112. Refer students'to qualified personnel agencies for ucupationar-and

educational information.
113. Establish communication patterns for exchanging information And for

cooperating with the guidance counselor.
114. Present information to students on post-high school training-and educacional

opportunities available to them. 3

115. Present information to students on employment opportunities.
116. Write letters of recommendation for students.
117. Aslist graduates or seniois_in preparing for interview with potential

employers.
118. Assist students in securing.an6 filling applications 'for jobs, scholarships:

educational loans, of college admission.p

SCHOOL-COMMUNITY RELATIONS

119- Provide-brochuTes tp inform the sc ool and community of the vbcatiohal program.
120. Provide displakkin the school and\.in the community on the vocational program.
121. Express a philosaphy consistent with that of the vocational staff.
122. Speak tof4school and,community groups on the vocational program.,
123. Conduct an open hduse to familiariz'e members of the school and community

with acitivites of the vocational program.
124. Serve in professional non-vocational organizations to improve the image of

the vdcationdl program. \

125. Obtain informal feedback on the vocational program through contacts with
indivtduals in the school and community.

126. Maintain working relationships with-the school supporting
cooperation and mutual effort.

PROFESSIONAL ROLE'AND DEVELOPMENT

\g6

_44

staff through

. 127. Identify:current trends of-the_teaching p ession. .._

128. -Promote-the attainment of the goals and obj\ctives of the teac ing profession.
129._ Express 'a'.professional philosophy relevant to the basie goals Of teachiug.

130. Evaluate periodically his_educational philDs\ophy in relation to that hpld-.
bY a majority of other members of the-teaching profession.

.131. Exchange observational visits, innovations, and ideas with other teachers._
:132. mainilain-ethicaLetandaids expected.° .a profbssio-al edp°ator;
133. Support professionalorganizatisnstrugh membersfiip ay. , e at-

meetings.
134. 'Serve professional organieations dffiCer 'an' ..1.!: member

A' of a committee.-. ,

-.'
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135. Represent the teaching profession as a committee member of delegate to.
meetings and activities of other.professions.

136. ,Assist teachers Who are new in the system to understand the policies and
regulations of the school.

137. Work with a team Of professionals from school and/or community on pertinent
school broblems.

138. Serve community needs by contributing professional expertise to civic
projects.

139. Evaluate his perional and professional and personal abilities and limitation§.
140. Select the position which is keeping with his personal and professional

141. Maintain professional certification through enrolling in gradUate, extension
and in-serVice education programs.

142. Expand educational/background and leadership potential by achieving advanced
degrees.

/14. Acquire new occupational skills needed to keep pace with teChnologiCal advance-
ment in his teaching field. ,

144. Up-date his professional personnel file regularly.
)

a- 191
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a

Moore, Eddie A.; Bender, Ralph E. ,Professional Education-Com etency Needs of
.rot_Ip_sof_Viocational Agricultural Teachers an-0 _ce .§umwy Research-3,
CE 004562, ED 110755

Department of Agricultural Education, Ohio State Universit, Columbus, Olio, 1975.-

The upper one-half of the profesi,aonal eddcation competencies an each cate-
___ gory,as_rated4n4mportance-by.--the-thiee-groups-of-Nocational---agriculture---teacheAs

in Ohio are listed. ,Competencies in 6ch category were ranked,frOm highest to
! lowest based. on thecombined'mean sco-les for the'three grOups of teachers.

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION

1. Identify.the competencies needed for entry into occupation.
2. ,Determine the occupations for Which training is to be-offerld in-the

vocational agricultural program.
3. Assist in the identification of the school's vocational agriculture pur

poses and goals.
4. Identify the skill,' knowledge, and attitudes required for the performance

of each task included in a vocational agriculture offering./ .

5. Assess the relevancy of the' vocational -.agriculture offerings.
6. Analyze long-range needs for the offerings of the vocational agriculture

program.
7. Describe the occupational standards-of performance for eaci task in an

occupation.
8. Collect occupational data from employers to identify vocational agriculture

needs.
Recommend a vocational agriculture program based on findings of the community
survey.

,

10. Assist in preparing 'the long-range5rogram plans for vocational agriculture.
11. Collect student occupational'interest data to_identify vocational agri-

culture needs.
12. Communicate the date, place, and agenda for the advisory committee meetings
tO ,to all persons concerned.

.13. Write student performance objectives for the vocational agricUlture offering.
14. specify the long-range facility, equipment and supply needs for the voca-

taonal agriculture program.
15. Assist in writing general objectives for the vocational 'agricultu

offerings.
16. Establish communication with employer representatives who will be

in a comtunity survey.
17. Analyze long-range needs for the offerinp of the vocational agriculture

program.

program

involved

IANNING OF INSTRUCTION

,18. Plan the content of a lesson.
19. Determine student needs and interests.
20:.-.Correlate unit cOntent with on-the-job and/or-laboratory experienc
21. Obtain textbook, references, and other instructional material.
22. Plan student learning experiences-for 'a lesson.

192



23. Select tools and/or equipment for a lesson,
24. Develop eriginal instructional naterials such as indiVidualized related

assignment sheets, transparencies? and charts.
25. Plan the introduction of a lesson.
26. Select teaching techniques for a lesson.
27. Assemble consumable supplies for instructional purposes.
28. Identify the student performance objectives for a lesson.
29. Write a lesson plan.

EXECUTION OF INSTRUCTION.

30: Direct student laboratory experience.
31. Illustrate wIth models and real objects.
32. Present a concept or principle through a demonstration.
33c Demonstrate a manipulative skill.
34. Reinforce learning.
35. Enrich instruction to challenge the abilities of the more capable student.
36. Conduct field trips.
37. Direct students in preparing laboratory work or job plans
38. Direct. students in applying problem-solving techniques.
39. Employ question techniques.'
40. Employ_oral questioning techniques.
41. Establish frames-of reference tb enable the students to understand a

situation from several points of view.
42. Present information by use of individualized iriYruction.
43. Introduce a lesson.
44. Acknowledge a student's verbal and nonverbal clues.
45. Present information with the assistance of a resource person.
46. Prasent information_with analogies.
47. Present information with slides.

EVALUATION OF INSTRUCTION

48. Review student progress and/or achievement records to assess effectiveness
of instruction. .

49. Determine studentTs grade based on related instruction and laboratory or
on-the-job experience.

50. Establish criteria for student performance.
51. Devise laboratory performance tests.

52. Appraise student's performance in relation to student performance 'objectives.

53. Appraise student's products according to occupational performance standards.
54. Seek opportunities for self-evaluation of instruction.
55. -Administer teacher-niade tests.
56. Engage in cooperative evaluation of achievement with students.
57. Evaluate individualiz2d assignments completed under directed study.

MANA9EMENT

58:: Uphold acceptable standards of student behavior in voca Agriculture'

classrooms and laboratories.
59. Carty out approved disciplinary action when warranted.
60. Provide approved safety apparel and devices for hazardous equjpment.
61. Control outbursts of fighting and and aggressive behavior.
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62. Encourage students to exercise se1f-di5cip1ne1
63. Uphold school standards of expected student behavior
64, Maintain a record of safety instruction presented in compLance

safety laws and regulations.
65. Identify new tools and/or equipment needed for the academie year.

66. Formulate with students acceptable standards of behavior in vocational

agriculture classrooms and laboratories.
67. Schedule laboratory equipment for magimum utilization by students.

68. Prepare purchase requests for approved vocational agriculture equipment
and supplies.

69. Devise a filing system for instiuetional materials.
70. Arrange laboratory work areds and storage space to facilitate student work

performance.
71. Arrange layout of the vocational agriculture laboratory to-stimulate the

occupational environment.

GUIDANCE

72. 6emonstrate a regard for and an interest in students individua

73. Demonstrate personal concern for the student and his family.
74. Maintain an open door policy for student consultation.
75. Develop constructive working relationships among students.
76. Conduct a conference with a student.
77. Communicate with prospective and continuing Students during the SI-1=er.

78. Present information to students on occupational opportunities.
79. Recognize potential problems of students.
80. Determine student's background and environment.
81-. Assist students in developing good study habits.
82. Assist graduating students in preparing for interviews with potential

employers.

SCHOOL-COMMUNITY RELATIONS

83. Maintain working relationships with
84. Maintain working velationships with

cooperation and mutual effort.
85. Plan the school-community relations

culture program.
86. Obtain information from parents relative to their expectations of the

vocational agriculture program.
87. Conduct an open house to familiarize members of.the school and community

with activities of the vocational agriculture program.
88. Procure clearance from the school administration to conduct school-comtuni

relations activities related to the vocational agriculture program.

89. Obtain informal feedback on.the vocational agriculture program through
contacts with individuals in the school and community.

90. Acquire information frem members of the community poWei* structure e.g.,

political, social und econOmie pressure groups) regarding their expectations
of the vocational agriculture program.

91. Serve to a community civic, service, or social organization to improve the
image of the vocational agri,culture program.

92. Speak to school and commu 'y groups un the vocational agriculture program.

the school administration and'faeulty:
the school supporting staff through

activities for the vocational agri-
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STUDENTFFA 0 GANUATION

93. Conduct an organizatienal,meeting for the student FFA organization,

94. Assist students with the financial management of the student FFA organization.

95. Acquaint prospective members and their parents with the purposes, activities,

.and values of the student FFA organization.
96. Participate in district, state, regional and national activities of the

student FFA organization.
97. Conduct a leadership training session for the officers of the student FFA

organization.
98. Assist students in develbping a yearly program of work for the student FFA

organization.
99. Orient students to the student FFA organization.

100. Supervise social and educational activities for the student
101. Provide advice for student entries in the state and nationalstudent FFA

organizations.

FFA organization.,

PROFESSIONAL ROLE AND DEVELOPMENT

102. Acquire new occupational skills and infärmaton needed to keeipace
technoioglcal advancement in vocational agriculture.

103. Maintain the ethical standards expected of a professional educator.

104. Select the teaching position which is in keeping with personal and pr

fessional abilities and limitations.
105. Keep.up-to-date through reading professional literature.
106.- Maintain professional certification through enrolling in graduate, extension,

and in-service education programs.
107. Exchange observational visits, innovations and ideas with others:in the

profession.
108. Consult regularly with the student teacher regarding planning, implementing

and evaluating teaching.
199. Promote the attainment of the goals of the teaching profession.

ith

COORDINATION

110. Develop a procedure to insure student's safety and protection in the training

station. .

111. Check the student-learner's progress with the on-the-job instructor and other

training station personnel.
112. Maintain good working relationships with training station persahnel.

113. Evaluate the student-learner's work qualities-and habits on the job.

114. Evaluate the quality of the oh:the-job training received by the student

learner.
115. Assess safety.provisions of the facilities and equipment of the prospective

training stations.
116. Assist the cooperating employer in verifying the legality of employing a

student-learner in a hazardous occupation.
117. Develop a systematic training plan with the cooperating employevand/or the

on-the-job instructor.
118. Assist the student-learner in on-the-job training orientation.
119. Prepare the student-learner for an interview with the cooperating employer

and training station personnel.
120. Assist the student-learner in the solution of problems related to on-the-job

training.
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121, Control student-learner absenteeisJnfrQm school and-on-the-job training.
122. Deyelop a plan for superYiSion of en-the,job training.

123. PrOYide prospectiye student,learners withresource materials on occupa-
.tional opportunities to aid them in selecting a vocation.

124. Examine the student-learner's progress reports to determine fut on-the-

job training experiences and related instruction.
125. Develop a training agreement between student-learner, parent, school and

cooperating employer.
126. Identify prospectiye.cooperative employers to provide on-the-Job training

stations.
127. Assess the student-1Clarner's performance with the assistance-of the on-the-

job instructor. ,

128. Match a student-learner's unique characteristics with an appropriate
training station.

129. Obtain suggestions from the on-the-job instructor to guide the selection.
of lessons for related instruction.

130. Check, the student-learner".s progress in acquiring skills on the job.

131. Evaluate the student-learner's personal traits and characteristics on
the job.
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-Performance-Based Curricula Program, Theten et For Vocational Education.

Vocational T±R-LC.12Edla_LLEILTEL1212S11.2_,

.Center for Vocational Education, The Ohio State University, Ohio, August 197

pROGRAM PLANNING, DEVELOPMENT, AND EVALUATION
1

Plan a community survey.

/
2. Collect and analyze community survey data.

Organize or reorganize an.occupational advisory committee.
( 4: Report and use-the findings of a community survey.

4. Maintain an-occupational advisory committee.
6. Develop vocational education program goals and objec ives.

7. Conduct an ,occupational analysis..
8. Develop a course,of study.
9. Develop long-range plans for a voca ional program.

10. Conduct a student follow-up program.
11. Evaluate your vocational program.

\ INSTRUCTIONAL PLANNING

12. .betermine needs and interests of students.
-

13. Develop student perforManee objectives.
14. Plan a-unit of instruction.

-15. Write a lesson-plan. ..

16. Select and obtain student instructional meter
17. Prepare teacher-made instructional materials.

INSTRUCTIONAL EXECUTION

Direct individual and group field trips.
Conduct group discussions, panel discussions, and symposia.

20. Stimulate learning through' brainstorming, buzz group, and ques ion box

techniques.
21. Direct students in instructing other students.

22. Employ simulation techniques.
23. Direct student study.

24. Direct student laboratory experience.
25. Direct students in applying problem-solving techni
26, Direct the project method.
27., Introduce a lesson.-
28. Summarize a lesson.
29. Employ oral questioning techniques.

30. Employ reinforcement teChniques.,
31. Provide instruction for slower and more capable stu

32. Present information through an illustra ed talk.

33. Demonstrate a manipulative'skill.
44. Demonstrate a concept or principle.
35. Direct individualized instruction.
36. Conduct team teaching.
37.Present information.using a-subject matter expe

9 7
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38, Illustrate with bulletin-boards and exhibits.
39.- Illustrate with models, real ebjects, and flannel b,oards.

40. Present informaticin with. overhead and opaque materials,
41. Present information with filmstrips and slides.
42. Present information with. films.
43. Present information with audio recordings'.
44. Present information with. televised and video-taped mate ials.

45. Direct programmed instruction.
46. Present information with the chalkboard and flip

INSTRUCTIONAL EVALUATION

t.

47. Establish criteria fer 5tudent performance in a vocational educational.program.

48. Assess student cognitive performance.
49. AsSess student affective performanoe.

50. Assess student rchomotor perfortance.
51. -.Determine stude 'grades in a vocational course.,

52. EValuate instrUctional effectiveness.

INSTRUCTIONAL MANAGEMENT

Project instructional resource needs.
4. Prepare voeational budget.

Arranie for expanding facilities and/or'for purchasing supplies for the

vocational program:
56. Maintain a filing system.
57. Provi4e for the safety needs of vocational students.
58. Provide for the first aid needs of vocational tudents.

59. Assist students in developing self-discipline.
60. Organize the vocational laboratory.

61. Manage and maintain ihe vocational laboratory.

-GUIDANCE

62. Select and use appropriate student data-collection sources and techniques.

63. Gather student data through personal contacts.
64. Use conferences to help students meet personal, educational and vocational

needs.

05.' Provide information on educational and career opportunities.

66. _Assist students in applying for employment_orfurther education.

SCHOOL COMMUNITY RELATIONS

67, DeVelop a plan-for school-community relations;

68. Give presentations to school_and.community -groups to promote a vocational
4ducation Program.
Provide brochures to inform the school and community about-the vocational

education program.
70. Provide .displays in the school-and communi (-on the vocational program.
71. Prepare news_releases and articles to promote the vocational Program.

72. Plan, develop, and-pTesent television and radio programs to proMote the

vocational _program. 1.
Conduct an open house.
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, 74. Provide seryice to and maintain liaison with members of the community.

15.: Cooperate with_ state and local educators.

76. Obtain feedback from the school and commuaity,concerning the-vocational

education program.

STUDENT VOCATIONAL ORGANIZATION

17.
78.

80.

81.

82.

Develop a personWphilosophy toward student vocational organizations:

Establish-a student vocational organization:-
Prepare students for lpadership roles in the student vocational organization.

Assist.students'in developing and financing a yearly program of activities...

Supervise activities Of the,student vocational:organization.
Provide learning experiences for vocational students through cOntests

PROFESSIONAL ROLE AND DEVELOPMENT

83. Keep up-to-date in your profession and in your occupation specialty.

84. Serve your teaching profession.
85. Establish and maintain a professional.philosophy of education.

86. Serve the school and community.
87. Select, obtain and maintain a teaching position in keeping'with your pro-

fessional qualifications.
88. Plan'and proVide laboratory experiences for prospective teache

89. Plan the student teaching experience.
90. Supervise student teachers.

COORDINATION

91. Establish criteria and guidelines for operating a cooperative

cation program.
92. Establish and apply policies for managing student attendance,

terminations.
3. Identify and enroll prospective students.
94. Identify and secure prospective training stations.

95. Place students on the job.

96. Develop the training ability ok on-the-job instruc ors.

97. Coordinate and superviSe on-the-job instruction.

98.. Evaluate students on-the-job.
99. lan and conductrelated instruction.
00. Conduct an employer-employee apprecia ion event.,

vocational edu-

transfers and

199
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Perkins Lawrence. COmpetencies-of Trade and Industrial TeaOhers. gp 112067,

Florida State Department of Education, Yocational-Technical and Adult
Division, July 1975.

RELATIVE IMPORTANCE OF SELECTED TEACHER COMPETENCIES AS' RATED BY TRADE AND
INDUSTRIAL TEACHERS 'WITH MORE THAN THREE YEARS TEACHING EXPERIENCE.

In order of 'importance.

1. Maintain a .safety and accident prevention progr
safety laws and regulations.

2. Determine and provide appropriate safety apparel
of a hazardous nature.

3. Assist students,in developing pdsitivb attitudes
habits and quality workmanship.
Maintain up-to-date expertise in one''s voca;tional trade or occupational
specialty area to inOmde knowledi and favorable work habits.

5. Display vigor, enthusiasm me interest in students and in teaching.
6. Maintain a positive attitude and high level of confidence toward self.
7. Plan a unitsdf instruction. .

8. Motivate students to develop necessary skill's and knowledge to succeed
in a payroll job.
Conduct appropriate procedures for attending to medical problems and first
aid neeas of students. .

in compliance with

and devices for activities

toward efficient work

10. Correct disciplinary proble s consistent with school po icy, fairly and

decisively.
Perform teaching in a neat and workmanlike manner.

12. Exhibit a positive attitude toward the school, staff and objectives.

13. Demonstrate,behavioral patterns and ethic.1 procedures appropriate for a
professional vocational educator.

44. Exhibit a positive attitude toward recommended mathine and tool
15. Exhibit a positive attitude toward work and.the contribution of

labor to our society.
16. Skillfully use laboratory demonstration teaching methods.
17. Develop a lesson plan. ,

18. Communicate with students as individuals.
19. Conduct teaching in an organized orderly procedure.
20. Interpret local, state and national safety and health codes regarding use

and care of.vocational education faci1ities
21. Include new and changing technological advances_in=laboratory-and-classroom

. =
instruction.

22. Maintain cletin and orderly working surroundings.
23. Maintain tools.and lab equipment in a highly usable condition.-
24. Constructand use performance exams.
25. Evaluate,and select textbooks and reference materials..
26. Know and -conform to state laws relative to education.
27. Assist students to develop study skills to,produclf favorable resu ts.
28. ApplY appropriate principles of learning to the teaching of trade and

industrial_subjects.

use and car
manual

-e



29. Establish criteria for evaluation of student perxmance in a trade and

induStWial offering.
Assiat students in developing positive attitudes taward. the value and

importance of public acceptance and support of vocational education

programs.
31. Use effective communications in behaviorally, orally and written form.

32. Assist the student to develop values, attitudes aad beliefs which will

enhance leadership performance and potential.

33. _Organize and maintain the_vocational laboratory.
34. Promote an attendance program-that will provide positive pupil, parent and

community attitudes toward regular school attendance.,

35. Skillfully use the classroom lecture teaching method.'

36: Assist student learners in preparing for jeb-j.nterviews.

37. Construct a comprehensive course of study to include the course description

objective, instructional content; student assignments, teacher lectures,

and deMonstrations, reference materials and eextbooks kid comprehensive

examination.
38 Manage,equipment and supplies in the vocational laboratory

39. Skillfully ese supervised classroom ow lal;Oratory,assigned exercise

teaching methods.
40. Skillfully use student problem solving teaching methods.

41. ,Select, obtain and design instructional material for individualized

learning activities in trade and industrial areas.

42. Make efficient use of time-and materials.
43. Organize and uie local craft advisory committees in a specialized voce.-.

tional,seryice area.
44.. Promots, organize, and conduct appropriate 'Classroom and laborapry house-

keeping practices.
45. Assist students in applying for jobs or further education.

46. Recognize and provide for individual differences iA students.

47. Develop a procedure to use live lab work (e.g., automobile repair) pro-

vided by ,community citizens for most effective learning'experiences 'for

students.
48. Demonstrate professional dress and physical appearance appropriate of a ,

professional Vocational educator.

49. -Write performance objectives for Vocational education offerings which are

meaningful, measurable and can be read and understood by-the student.

50. EValuate and select instructional aids.

51. Demonstrate appropriate working relationships with'other teach6rs and the

school staff.
52. ,Demonstrate socially acceptable standards of behavior' both on and off the

vocational school premises.
53---Usegraphiematerialsfeducationa1-4isplays=and_real_objects for in c-

tional Aids.
54. Inform students-of Current employment opportunities:

55. -Aid students in developing eduCational and career goals.'

56:, Evaluate co-o0 students' on-the-job develepment.

57. Skillfully use Supervised-individual lab projects and problems,

58. Analyze an occupation.
59. Prepare astudent accident report using appropriate report-forms. ;

60. Assist the school in- creating an atmosphere in which democratic leadership

can grow and flourish. ,

Skillfully use supervised classroom assignments teaching methods.
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Evaluate.- acilities and equipment needs,fOr a specialized vocational area,
ress a personal philosophy of vocational education 'to include the

basic.principles,of vocational education'and why it:should be offeteA in
public_Schemi§-

64. Know wherd and when teacher education urses are offered,

.65. Assist in establishing admission criteria: for students into vocational

programs.
66. Skillfully use sppervised group lab.projects and problems teaching methods.

, 67. Use the information available in professipnal and technical journals for
improved_teathing. I.

-68. Identify and analyze provisions of local, state and\f_ecleral laws pertaining
to teacher authority and liability.

69. Skillfully use the individkalized programmed instruction teaching method.
70. Maintain an inventory of classroom andklaboratory supplies, tools,'and

equipmpnt.
71. Prepdte purchase orders for instructional materials, consumable supplies'

and capital outlay equipment.
72. Identify and correct situation's which hinder the achievement of instructional

goals.

73. Prepare materials, equipment; and facilities budget for a vocational Instruc-
-

tional area Dr unit.
.7A. Work with colleges and universities to obtain need d professional, tech-

nical and general education services;
75. Assemble pertinent 1,tudent data for necessary reco d keeping.
76. Inform students of training and educational opportunities available to them

after they coMplete the vocatienal.course.
77. Promote unity and balance between vocational and general education.
78:- Assess codpetency capability of personnel at the co-op:training stations..
79. Maintain.favorable relations with staff in other schools.
80. Skillfully-use the question and answer'teaching method. .

.,81. Sequence student learning'assignments for individualized instruction.

82. Ascertain the reason students leave or discontinue the-vocational educa ion
program. r

83. Demonstrate,a knowledge of cUrriculum development procedures.for vocational
programs.

84. Establish and maintain effective relationships with labor, management and
other manpower organizations.

85. Assist in the orientation of teachers who are new to the school system.
86. Assist vocational administrators, engineers and construction contractors

kiplanning appropriate vocational education facilities%
87. Plan special instructional strategies.for the disadvantaged and handicapped

students. --
88. Develop criteria standards (consistbnt-with school-policy) for scoring pro-

gress and reporting of student achieveMents.
89 AsSemble and maintain professional resource material fo personal use.

9.0. Develop a long range teaching plan.
9.1. Know Florida program and facility standards.
92. Develop co-op traininga.greements involving-appropriate student-learners,

employing agencies, parents, and vocationarschool officials.
93. Identify and selezt appropriate library resource materials.
94. Assess adequacy of the prospective co-op training station's facilities

and equipment.
95. Compile and use appropriate occupational information and data for

counselinrstudents'.



6. Interpret and uphold legal proviSions and regula0.4ns-governing the

qgproyment of student-learners. _

97,. Accept gifts or donations of supplies and equIpment forAheIrogram in

accordance withappropriate.administrative,procedureS and:school policy.

98. Locate and-use community resources in instructional plann%ng and

facilities.operation.
99. 4Skssist

stddents vith the olutionlio personal.and soeial

100.- lfully develop and use oral exams; -'

101. Use mistellaneous teaching methods.
102. Provide service and' maintain liaison lath members

103. Prepare.rsports for instruction:"

104. Assist the school administration"in maintaining,profer busin6ss records:
,

and accounts for speciaIized"vocational trade or technical program.

105. Aid student-learners in-procuring work Permits from school districts.

106. Demonstrate a knowledge of the latest-conc4ms-of career education and

, its relation to vocational education. ,

107. ,Actively pursue an appropriate long-range professional development plan-,

108. .Allow.students to participate in the eva1u4tion of 'instruction.

109. _Utilize the latesc findings of research abeiut te4ching.

110. Assist the school staff effort to 6ncouragand stimulate
professional preparation and growth of fe ow teachers.

111. Select ,and secure_co-op training stations

112. Use transparencies'-effectively.
113. Identify problem areas needing research udy.

114. Organize and maintain a job placement pr gram-for students.

115. Establish a system (consistentiwith scho 1 policy) for repairing.and

'servicing classroom/laboratory tools an equipment.
i

_11_6. Skillfully use large group ot small gro p diSeussion teaching methods.

117_. Skillfully develop and use picture exa s.
with people, in various groupings,

fficials how vocational education
ed.

problems.

the2community.

the in-service

418. Assitt.the itudent toeffecttvely wo
organizations and agencies.

119. Inform students, parents and school
_

.
objectives are-derived, stated and

120.' Conduct follow-up studies of_forffier vocatienal students.

121. Pre-assess a student!s cotpetency level for prescribing instruction

a variety of apPropriate proficiency tests. -

122, Analyze test items for discriminition,'-validity and reliability coeffiaients.

123. Skillfully use the student recitation teaching.method.

124. _Relate the'vocational educational curricula io the total instruction in

a comprehensive high school curricula.

125. Plan, prepare and conduct an open house to promote a vocational education

program.
126. Support appropriate professional social and civic group organizations or

associations.
127. Identify and utilize services provided-by national, state and local

professional organizations.,
128. Identify and provide for future influences which are:likely to bring change

to vocational-education curricUlum.

.129. Establish and maintain a plan (consistent with school policy) for use of,

given vocational laboratory and equipment by other vocational school per-

sonnel and outside groups.

130. Prepare promotional materials to explain vocational programs to the lay public.

131. Assist the school administrator in determining student/customer-cost billings p

fbr equipment usage and materials consumption.
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2. Give.preaentations to ciiUflit groups to promote a yqcatjonal education

Mgram. -

_133. Skint-1il1y dove-lop and use multiple choice exam items,

134. Plan the internsh_ experience for future teachers,

135. Maintain an up--to-_late-professional personal file',
136. Reproduce instructional materials using appropriate available u

and audio-visual equipment.
137. Identify groups of students to be served and the types of organized vo7

cational prograMs offered for preparatory and extension classes.
138. Provide consultant-services to local business andladus =

139. Conduct community and labor market surveys.
140. Improvise organizational and procedUral arrangements which will encdurage

and deveNtop democratic procedure in the attack on vocational education
problems.

141. SkillfUlly develop and use matching examjitems._
142. Skillfully use free-elective laboratory proJectS -teaching,methods.
143. DeVel&k-an annual plan for school-community relations.
144., -guide, plan, devqlop and part'icipate.in the VoCationallndustrial Clubs'

of America (VICA) activities.
.145. Relate educational foundations (Sociological, psychological, philosophical

'vr- and historical) to voca;ional education.situations..-
-140 Conduct a leadership training sestion for the student-officers 9f VICA.
147. Promote public awareness-of a community sur*ey findings

8. Interpret local, state and national results.on issues affeating support
foic' voc tional education. .

. 4,149. Disc s the .relationship and differences between the aims, goals and ob.-
_

Jac ives for secondary education, industrial arts education, vocational
-education and career education.

150. Skillfully develoP and use miscellaneous exam items..
151. Interiret and apply the Florida State Plan for the administration of

vacational education programs 'within the vocational ichool and administration.
152. Obtain data and complete reports.for local, state, and federal government

agencies regarding the operation and evaluation of Vocational programs%
153. Utilirg4ptudents cumulative recorded-data for planning_educationai

expeences:
154. Skillfullyilevelop-and use trud-false examatems,
155. Prepare travel and expense 'budgets.
156. 'Identify,federal, state andalocal agencies risponsible for adiinistering

vocational-education. .- _

157. Maintain a file of publicgtions available-from VICA.
158, Skillfully develop and use subjective essay exalt! items.
159. Relate the history and development of vocational education to local

state and national social _and dconomic growth.
100. Identify' and interpret the major acts of fpdaral 'legislation whiCh.laid

the foundation kor today!,s vocational education Programs.
161. Prepare articles for publication in professional and technicaljournalsl
162. SkillfuIly,use home work assigned exercise,teaching methods.
163. Relate the history, -and trace the deirelopMent of the labor union movements'

and itsAnfluence on vocational education. -

164. Assist with non-instructional chool activities (1. school playground

superv or, 2. bus duty, 3. chaperoning,_etc,
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choy, R tinai nd Applied At Education Pro.Cortification
EducatiOnPr0gam Com nand MCIPPerfdalliamittaterarthien

c tio plied- sEduaation,Javision:,o ea er.%Educa ott, o

Eduütibn, Wayne State Wiirersity; EetrOit,;MIchigan,1974r
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Select and develop intructional conteit for4cotirse.

Select,inedeVelop_AnstructionalcontOtifor-Lelesson----, , _

'yormulate behatilorairobjectivesrrfoilessonsjunitsand;courses _
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afeuse,;storage

reáióienc
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_

Handle hostile acts rdedisiyely.
Epressdi.sleasure in :the: act arid not the person.
pesIgn-behav]sor, modification systems which. produce desired ,changes-2in _the

classroom behaviot;
Demonstrate- kriewledge of the ethical- procedures of a profesSional.

4 Use -correet oral end written, communication.

trite a Commitment tb' teachiig.,
monstrate awaress of the purpOse and prograts of appropriate -pro,-

.

essional asseciations. "-

43 eep abreast -of,professional developments, _societal needa, and technolo-

44 Demonstrate a, respect, love and empathy, for learners as growing, deVeloPing;

and fee-ling human beings . _

ical .advances.

-
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Spaziani, Richard L.; Courtney, Wa e. The'ApOication'of tloom's 'cognitive

'Taxonom to 'Selected Professional Education 01 etëncies .'

Division of,Vocational, Adult, and Community C011ege Educa ion; Oregon State

University, Corvallis, VTO 13610, ED052376, 1971. . _

INSTRUCTIONAL PROCESS
_

-1. 'Provide practical =shop or laboratory exOttences -to-enhance clasiroom

learning.'4- ).
2. Motivate students-inthe classroom, shop or laboratory.

3. Utilize individualized instruction materials and techniques.

4. Develop 'classroom instruction based upon the individual needs of the

learner.
Provide appropriate practice for development of basic skills,

Use the information contained in professional journals for personal im-

proyement of instruction.
Teaeh it the student's level and rate of learning.
Maintain student attention,during-classroom presentations or demonstrations .

9. Develop stOdent learning activities to facilitate instruction,.

10. Relate current events associated with your subject matter area to class-
,

ominstruction.
11. Be Stimulating in your work as an instructor.

PROFESSIONALIMAGE

ap your-appearance an appea accep a e s an or-instruction.

13.- Adhere ,to the code of ethics adopted,in your comm. coll/secondary

school);
14. Organize or work with local'vocational advisory committee._

15. Maintain a clean, orderly laboratory or classroom. s

16. Participate ih professional organizations related to your subject matter area.

17. Utilize the services of local and statevicational'eduCation agencies.

18. Maintain disciPline in the classroomshop or laboratory

19. Participate-in-outside trade,_business,_or_profesional_organiz re-

-lated to your subject matter area.. .

20. Communicate your- ideas or point of yiew to other instructore or administrators.

21. Inform students of the nature and requirements of specific occupations.

22. IWork cooperatively with people in the community.

, PREPARATION FOR INSTRUCTION

23. Interpret-the goals and objectives of vocational education.

24. Develop audio-visual'materials for instructional purposes.

. Selett textbooks and instructional materials for the classroom, shOp or

laboratory._
-_26._Develop oblective tests to ieasure achievement.

27; Relate the course of study to measurable performance objectives.

-28. Break down an occupation or job, into its component parts for instructional

or guidance purposes.
29;-- Write performance objectives.



e-a,daily lesson Plan.
-,1SvaluateYthe effectiveness-of a classroom or-laboratory demonstration.,
Develop performance tests tQ= measure achievement.
_Develop subleCtiVe-,tests to measure_achievement.

_ _

,INSTRUCTIONAL,ORGANIZATION
-

- -

. Interpret the innoVative provisions of the Vocational Act as, amended in 1964.

. Interpret"the"goals.of general education.
, ,

Interpret the history of vocational education. Q.,

7.'- 'Interpret state certification requirements,for instructors.
. ,

Assist in the development of the total (community 'eollege/secondary schoo
program. ---

_ -

12

Interpret the state specifications and requirements for vocational facilities.,

.
40. Interpret the,philosophy of the comprehensive (community colfegifiecoudary

school).
-

:41. Interpret.the philosophy of the (communitrcollege/secondary,school) in,pro-
-

viding vocational programs for the student..
42, Provide special training or assistance to disadvantaged and handicapped.

students.
43. Use the State Plan for Vocational Education in securing reimbursement'for

vocational programs._
44. Interpret the-history of education.

.45. Formulate your own educational philosophy.
46. -Utilize state guidelines for cUrriculum-planning.

-47. Identify the similarities and !differences between the goa s of general--apd
vocational education. .

.- _ . _
,

.

48. Interpret the objectives of vocational eduCation to others...
. , .

49. Conduct communit su

SO. Distinguish between two or more educational philosophies.
Sl. _Use counseling techniques to help students Solve perSonal and social"problems.
52. Interpret the socio-economic class structure of the local community in re-

lation.to Students enrolled in vocational programs.
53. Identify'acceptable comiunity secial'behaviors for instructors.
54. Identify local communkty power structures 'and pressure groups.
55. Interpret school policies. . -

.56. Provide programs for the students with special-needs.
57. Writearticles for news releases.
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ogler,:Daniel E.w.and Patton,_GregOry.- The'Develo
reuServide and in-SerVice-Occu ational Teacher E ucat on, rograms tesigne to

eef zcat on an- BaccaatEets.:.:roect,eorto.3.

--School Of Education, Michigan UniverSity Ann Art:or, Michigan -June-1974.
,

1. Write a _lesson plan.
2: Plan theintroductienr:of a lessen.
3. IdentifY the Unit toPicsfor 'a-7Course.

5-;---DeterMine-objectives for a unit.

6. Write student performance goals fbr the vocational education courses.

7. Determine student needs and goals.
8. Identify the specific objectiVes for a lesson.'-

9. Sequence performance goals (objectives) for a course.

. 10. Determine group and individual learning experiences for a unit bas d on

individual differences of students.
_-

11. Plan student learning experiences for a lesson.
12.. Plan the content of a lesson,
13 Wri±e content outline for a unit.

14. Select teaching techniques for a lesson.

15 . Plan the summary of a ,lesson.
16: Establish criteria for-student performance.-
17. Select methods of evalua ing students'.performance throughou

Review student progress and/or 'achievement' records to'assess

of instruction.
20. Formulate multiple choice teS items.

,21. Formulate .essay test items

22. Formulate true-false test itpms.
,23. Formulate test:iteMs fez- an oral exam.

24, ,Formulate matching test items.
. -25 . Formulate Completion test items. .

26. Present information through individualized instruction.

27. Axrange for students to evaluate their own progress..

-28. Engage in cooperative evalUatzon of aChievement with-Students.

29. Appraise students',performance in relation-to instructional goa s

30. Appraise students' products according to performance standards Of the

occupations. -

1. Evaluate individualized related assignments completed under directed study..

32; Administer teacher made tests.

eness
, ,

Direct student study of information and assignment sheets.

Direct stiident presentations. _

Direct student presentations describing-activities of the

36.; Direct students in instructing other students.
Lead group discussions.
Conduct panel discussions.

39. 'Direct students in applying problem-solving techniques.-
=

40.- Conduct brainstorming sessions.'
41., Cenduct group-supervised Study.
42., Present information.with analogies.

9 n

vocational pre



43. Present information by the project method.
4.. _Formulate cooperatively with_students procedures_which_p

participation in the evaluation of instruction.
5. Give r.,-.assignment.

6. Give an illustrated talk.
47. Direct-student study of textbooks, bulletins,
48. Demonstrate a manipulative skill.
49. Present a concept or prilciple through a demonstration.
50. Give a lecture.
51. Employ role-playing techniques
52. Introduce a lesson.
53. Conduct buzz gioups.
54. Present_information_through team teaching.

vide_ Or _their

and pamphlets.

55. Involve the students in planning a unit.
'56. Enrich instruction to challenge the abilities of the

57. Establish frames of reference to enable the students
tion from several points of view.

58. Apply non-verbal techniques such as gestures,

59. Emplpy reward techniques.
60. Conduct field trips.
61. Obtain aummary for a lesson.
62. Employ oral questioning techniOes.
63. Reinforce learning.. ---
64. Acknowledge student verbal and non-verbal cues.

65. .
Uphold school standards of expected student behavior._

66. Uphold acceptable standards of stulent behavior in vocational class oomsang&

laboratories.

facial

abler
te- uncle

udent .

tand a situa-

expressi ns and silen-e.-

s s a ig ing an aggre Aare ehavior.

68. -Carry out'approved disciplinary action when warrgnted.

69. -Assist students in developing good study habits.
O. 'Record vocational...students attendance according.to school policy.

71. Formulate a system 'of grading consistent with School policy.

72.ftecordlrocatiormasuldents.'BradesaccordingtosehoolPoli-u.,
73. Express a philosophy eelevant to the basic goals of the teaching profession.'

74. Promote the attainmentof the goals and objectives of the teaching profession.

75. Express a philosophy consistent with that of the vocational-staff.

.76. Express a philosophY consistent With the objectives of vocational and-,

_ technical eduCation.
77. Support-professional organizations-through membership and-attendance-at

meetings.
78. Uap-1 Self7anaiysis form,to evaluate one's personal and professional abiliti s

and limitations.
9. Evaluate Periodically one's educational philosophy in relation to that held

by a majority of other members of the teaching:profession.
BO. Review general-objectives for the program::
81. Assist in'the identification of the Vocational education purposes and objec-

.

tives-for the school.
-82. Trovide prospective student-learners with resource materiala on occupational

opportunities to aid them in selecting a vocation.
83;,-Present information to students on oácupational opportunities.

84. Devse a system for maintaining occupational.information and opportunity

_data for use by vocational-students.
Serve in professional non-vocational organizations to improve the image of

the vocational -program.



86 Contact state department personnel regarding the1 Step to be followed

organizing the student vocational organization.

87 -Assist students in developing a yearly program of activities of the student

yocational_organization.
88. Coordinate student Vocational organization acitivities r instructional

activities.
99. Maintain a file of publications available for the student vocational

organization,.

90. Maintain the student vocational organization as an integral part of the

instructional program. '

91. Evaluate.the student vocational organization. --

92, Affiliate the student vocational- organi- n with the state-and-national

vocational organization.
93. Present information with sound motion pic ures

94. Direct written programmed instruction.

95. Present information with the assistance of a

96. Present information with film strips.

97. Present information with an opaque projector

98. Involve students in the preparation cif instructional material.

99. Develop original instructional materials such ag individualized related,

assignment sheets, transparencies, charts.

100. Present information with single'concept films.

101. Direct the use of simulation materials.

102. ..Present information' with an overhead projector.
103: Iliustrate with models and real objects.

4=-101res

-source person.

105. Employ question box technique. .

. 106; Prepare instructional material with a spir t duplicator.

107. Present 'inforMation with slides.

108.. .Prepare instructional (hard copy and transparency) material with pho ocopie

109. Preient information 14th-bulletin boards. -c

110; presenrinformation with audio recorder.

111. Present information with the-aid of a flip chart.' .

112. Seek opportunities for self-evaluation of instruction through self-rating

devices and instructional Media such as video_or audiO recording

' 113. -Present information with-a video recorder or closed circuit television.

. 114. Devise a filing system for instructional materials.

115. Present information 'with the aid of a flannel board.

116. Present information with the aid,of a chalkboard.

117. Present information-with 'educational television.

118. Present information with a,phonograph.

119. Direct teaching machine programmed instruction.

120. Obtain textbbok, reference and other instructional material.

121. Examine own feelings about people who differ from-Oneself in social., class:

122. Examine own feelings about people who differ from oneself in race.

123. Examine own feelings about people who differ from oneself in background.

124. Examine interpretations of situations from differences in background.

125. Examine interpretatiOds of situations from differences in subculture.

'126. Demonstrate'an understanding of what it-is like'to live in the-inner-city:

127. Demonstraterespect foi students as.individuals.,

.128; Consultdocal sources,(MESC and others) to obtain information on employ-
.

ment prospects for graduates of innerocity occupational-programs.

129. Identify current trends of teaching in the inner city.



1 O. Ldentify effective practices of teaching in the inner city. .

131.-,Establish criteria for selecting student-learners for inner city-occupa-t
tional programs in your occupational area.

132. Identify personal habits.of individual students.
133. Identify attitudes of individual students.
134. Obtain information on student-learner_interest.
-135:- Obtain information regarding_student's environments.
-136. AsSess the relevancy of the voCational course offerings.
137. Identify the services rendered by metropolitan area public service agencies.
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_

-.APPENDIX C

-,-__Compatency.:Lists Part 3: For
JfiddleMatagemont Pbsitions Such

. ,

.1As..Coordinators,,Department Heads,-
:SuperviSorS'i and:Work/Study CooPerative

.

,.--,Education Coordinators.

rom National Studies

Huffstutler-and M
University of Pittsburgh page 207
Meyer, Crawford and Klaurens ... .. page 21a_
Parks page .232

,

Temple..
-

. ... .. ....... , , page 234
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Liffstutlèr, E. Vaughn; McCallon, Earl.L.
STODY OF NEEDSTOR VOCATIONAL-TECHNICAL-PROFESSIONAL:DEVELOPMENT IN 'TEXAS;

Texas Education= Agency, Austin, Division of.Opcupational
Researchand Development,-1973:. ED 08790S.

.

PLA -DEVE-LOPMENTAND-EVALU

1. Collect occupational daia from employers to identify; vocational education

needs. :

_. 2. Jdentify _the:role And functionOfthe.,adviSory,COMMittee.
3._ _A$-_t-ist in_the.identification-of,theLvedationaledUCationpurpAes4andi-

. , - _ ,

01:d.Octives -for:the setiool.:::: i . , -:, ,-_-, , - ;

Identify the competencies needed for entry'into an occupatien.
Describe the-occupational standards of performance for'each task bran

, occupation..

6. Assist in writing general objectives for courses offered in the vocational.

ed program.
Identify knowledge and attitudes required f9r the perforniance of each '

occupational"task included in a course.
8, Write student performance goals for vocational ed,courses. _

9. Consult advisory committee in developing a long-range program plan for vo-

_

cati9na1 ed.
10. Analyze long-range cour-se needs for the vocational ed program. N

11. Specify long-range f:.cility, equipment, and supply needs-for the vocational
N.

ed program'"
12. ASSIit-iii:preparipg the longrange program planJor vocational ed in the

Maintain.:eontinual: follow-up information on placement-, employment, and
training statusof ench.:graduate 'Of-the vocatienal program.:

14. Determine the reasons students dropout of the vocational, progrAm._

15. Assess the relevancy of the xocational course offerings. . _

16. Assess_the adequacY of-:the-vocational education facilities. and equipment
,

,

relative to,technological changes. . .

,

-17. Disseminate a summary of the vocational education evaluation to administra-'
4

_

tors, advisory committee members, and the board of education.
.,_ / .

WINAGENENT

18; Compfle a list of supplies needed:for the academic year.
19. Identify new tools and equipment needed in a vocational course for the

, .

academic year. r

-
_

20. Recommend reference books and periodicals related to vocational education

that
,

.should be added to the library
- - _

21. Prepare a capital outlay budget proposal for new equipment needed in a vo-

cational course.
22. Plan an operating--Ixidget-proposal_for_consumable supplit_IEE!ices and

materials needed in a vocational course.
23. Prepare a budget for estimated,travel ekpenses inCurred in vocational

tivities. -
_

24. Arrange for additional vocational facilities to accommodate expanded_en-_ ,.
rollments and technological advancements in a course.



_

25. Prepare purchase request for approved vocational aqui ment and supp ies.

26. Supply administrators with data for vocational reports required by the state
department of education.

27. Devis'e a system for maintaining'occupational informatioh and opportunity data

for-'use-by votational stUdents.
Devise a filing system far instruct onal materials.
Jiold a school standards:of expected student behavior.
ForMulate with students acceptable ,stan-dards of behavior in vocational class-

,

roams and-laboratories:
hold acceptable standards of student behavior in vocational classrooms

and laboratories.

,29.>

y-out--appr
--Encourage students to exercise self-discipline.

34. Ontrol outbui-s-4-of-fighting-and-ogressive--behavior..
35.. Main4ain anqnventory-of vocational tools, supplies, and ipment assigned

to the laboratory.
6 Arrange for the storage and security of vocational supplies and equipment.:

-37 Control heat, light, and ventilation in vocational laboratories and class-

rooms.

4

38 Maintain an open door policy-for'student consultation..
39. Develop constructive working relationships among students.
40: Encourage stuaents to discuss career aspirations.
41. Demonstrate personal concern for the student and his family.
42.' Dpmonstrate a regard for and an interest in the students as individuals.

43. Conduct a'conference7for counseling a student.
44. Encourage a two-way communication during a conference with a student.'

45. Assist students in developing good study habits.
46. Recognize potential problems of students.
47. A'ssist students in determining ways to best describe their saleable_skills..

48. -Refer.students to qualified personnel agenciee for occupational And educa-

tional information.
49.Establish communication patterns'for exchanging information and.for-coope

ating,with the guidancelcOunselor.'
SO. Present inforMation to students_on,post-high school traildng and educational

opyortunities available to them.
r

SI. Present information to students on employment opportunif,ies.

52. Write letters of recommendation for students.
53.- Assist graduates:or seniors in preparing for interview wi'di po ential

employees.
54. Assist students in securing and filling applications for j-.1S,

educational loans, of college admission.

SCHOOL-COMMUNITY RELAT1ONS:

55.' Provide brochures to,inform the schoo and community of the vocational pro-

. gram.
56rovide displays in the school and in the community on thervocational_pro-

..

scholarship

gram,
57. Express a philoshy consistent with that of the vocational staff,

58. Speak-to schooI-and-community groups on the vocational-program.

.59% Conduct an open house to familiarize members of the school and community

.
with aCtivities of the vocational program.



60. Serve in professional non-vocational organizations to improve the image of
the vocational program.

61. Obtain informal feedback-on the vocational prcgram through contacts w
individuals in the school community.'

62. Maintain working relationships with the.-school supporting staff-through
cooperation and mutual effort.

PROFESSIONAL ROLE AND DEVELOPMENT

,63. Idnetify current trends.of the teaching profession. -

4PromcaP_tbe atl_ainment_of,the oals and ob'ectives of ,the teaching profession.
65. Express_ a_professional philosophy relevant to the balic goan-a-tewelling
66. Evaluate periodically.his educational philosophy in relation to that held

by a majority of other-members of the teaching profession. , .

67. Exchange :(5bservationaLvisits, innovations, and ideas with other teachers.
68. Maintain ethical -sthndards expected of a professional educator.
69: Supportlprofessional organizations tii-ough membership and attendance at meet-

ings.
70:,- -Serve professional organizations as an officbr and/or chairman or member of

a committee.
71. Represent the teaching profession as a committee memberor delegate to meet-

ings and activities of other professions.
72. Assist teachers who are new in the system to understand the policies and

regulations of the-school. .
-

73 WOrk-with a team of professional from schoof and/or community 61.1 pertinent
school problems.

74. Serve community needs by contributing professional expertise to civi-c projects.
75. Evaluate his personal and professional and personal abilities and-Iiiitations,
76. -Select the postion which-is keeping with his personal and pr6fessional abil-

ities and limitations. .

_

77. Maintain professional certification through enrolling in graduate, extensioh
and in-service education programs.

78. Expand educational background and leadership potential by achieving advanced
degrees.

79. Acquire new occupational skills needed to keep pace with technological
ment in his teaching field.

80. Up-date his professional personnel file regularly.-

advance-



,School of Eddcation, University of Pittsburgh. ComPetencies of Vocational Admin-
., , _

-istrators, Prepared for the-Task Force Subcommittee of the Pennsylvania Vocational
Teacher Education Advisory Committee, November 1, 1974.

1

Category: I . Philosophy and Objectives

. ,

Contribute to development and interpretation of a phiI6sophy_of vocational,
education in terms of its objectives, goals, and-purposes and ,those of general

. _ . .

educatiop to-Provide direction to the total educational program.

Develop leadership-in 'ng_a broad viewpoint which does not restrict
thinkink to only one or two conventinarrow areas of vocational education.

_

Utilize and promote in others an adequate working knowledge of the history
, and development of vocational education through a knowledge of eaclr-service_
area within vocational education.

Identify with and support the forces and organizations that t-end to raiae the-
standards and practices of vocational education.

Cat o II: anization-and Administration
.

_

Assist in the evelopment of and utilize a system by which local policies are
consideted, adopted, Implemented,.interpreted, evaluated, and revised when
essential to the operation and improvement of school -functions.

6. Assist in,the interpretation and administration of federal, state, and local
policies that-govern and regulate the operation of a vocational program.

Assist in the development of short-range one ye ) and lOng-range (five
years) administrative plans.

Review, for educational implications, the federal dnd state resourees and
organizations that are authorized to provide training programs ler disadvan-
taged, handicapped-, and other persons not included in the regular vocational
program-.

Review'and identify approp4ate special federal and state Innding opportunities.

Develop with assistance proposals for,special federal and.state funding.

Develop, direct, and maintain the school's instructional and Safety program
based on legal requirements and safety standards (Occupational Safety and
Health Education Act) pertaining to vocational education.

_

Participate in the development of and implement a communications-system-with
:staff-, chief school administrators, committees,-governing-boards, educators
irk_ntbp_r_schruala, o-luiprits regarding_educatiandi_goals_and4nirpoae

riculum, attendance, activities, and all other subjects ok importance con-
, cernigg the educational program.

<13-- Assist in the development of, maintain utilize effective techniques of public



2

relations brochures7 news re.lea meatings;2conferen.ces andis-corthauni-
cations with paxtisipating schools, parents , governing boardS, and- the public_

. at large.to impr9ve the understanding' and suppoilt,13f 'rotational 'education
.

, Maintain and interpret in Organiiational -strUcture _chart and/or 'deieription F
showing the relationship Of positiona; individnals'; and iirOgraiiii to:,
ization aS a whole.

Requestrand utilize aSsistance and cooperatiOn, of State; staff'indfe
, -

administrators in:promoting, develqping, maintaining, and evaluating
,

cational- program.- .%

Adminiater a retords management system Which Will preVide-. Safe ,.`and%: ifficien
_ _ .

itorage for ,the school ' s dotUments and reterds'., .--, student and \per-Saline
records; irubl ic_ informatipn %items, etc.

,,

.

PrePare , ;with asS is tanCe required reports, and reports_deemed, 'appropriate
%regarding enr011tents , program !planning, advisory conmirtteas , activities-,

,... ,

Y--,

-Administer .a system for rduting- printed 'material, -mail,. in
.,

supplies._ to those_ on the staff-who need or may- find the mate

of interest and value. ,

Assist rin the development 'of'and implement- a system .to maintaiu :up,. p.9 '44:ate
teachers' and students' handbooks and written operations'yrocedures.

20. Utilize legal counsel for faculty and staff on 'the legal ',imylications so
teacher/administrator,`;t eacher. superVisor, teacher/teacher, ,'' teaCherirarentk

. - . , -P

"and teacher/pupil role's-.

.21. - Develop an in-achool studentuykc pregrai.

Catago nst'ruational Pro_gram

Develop-and maintain an up-te-date_ rationale which*relates: speCific vocationa_
_ ._ ..

education-instructional activities,to,the total vecational education pro am
:.- . - _

,

DevelOp ,jnd direct a short-range and-long72range eduCational 'program:plan 'fo
studentsVhich will provide vocational 'instrUction in accordance- witICeStab

_
lished goals, policies, regulations ,.::and 'standards. .

24. Prepare and submit-speCific recommendations for major course and
_ ,

changes to appropriate committees or,,governing board.:

Assist in identifying specific legal impliaations -affecting voca °nal
dents in hazardous /occupations

_

Administer the development, maintenance and revision f courses- o

an instructional resource center and instructional software and ha

implement the total Instructional program.

Review and, analyze the job market,1 student interests initial cost, and On-
,going cost- related-to existing or -preposed specialized vocational programs
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Recommend and adminis er the work of outside curricu
angs in developink curriculum.

29 Assist in identifying members for and adtinisterappropriate.Service area
(craft) advisory committees to issist in.determining curriculinn content.

,30. Develop -and monitor a system for evalUation of the quality of instructions.

31. Develop and administer a realistic, flexible, and workable
offerings.

schedule. efcourse

32. Develop and direct the utilization of specific pe
occupational areas.

ormance standards for

33 Develop a grading system compatible with or convertible t6 the grading systems

used by participating schools.

34,- Prepare agreements witkcommunity sources for providing additional:pro -am

opportunities,

Category: IV. Ph sical Facilities

_Assist in determinnng the specific needs for adequate and appropriate facili-

ties to operate an effective and efficient educational program.

36. Prepare recommendations for essential changes and alterations of the physical

facilities to provide improvement or expansion of the instructional piogram.

7. Assist in developing a plan to acquire the needed facilities to_operate an

effective-and effidient educational program.

Prepare; withers, recommendations for new and-different types ol.-equip-
ment to keep the instructional-program compatible with the nee4s of business

and industry.

39. Identify external vocational education facilities to accOmmodate xpanded en-

rollments and technological advancements related to ihe vocation 1 program.-

0. Assist in procuring when available, surplus equipment, tools, guui supplies

--froM State and-federal dipersal centers.
-

.41. .Develop and administer a priigram to provide Kegular inspections throughout

the school, including instructional areas, to locate hazardous-conditions

and take those steps needed-to correct unsafe conditions.
=,--

42. Assist in the development of a security. to proieet the

'equipment from damage and theft.

Develop'and supervise a system for receivingi. storing,
sUpplies and materials.

school building and

and distributing all

Assist in fhe development of the policy to regulate the use of the

building and facilities by outside groups and individuals.

schoel
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Develop work-loads for buildings and grounds maintenance and custodial sta

Category: V. Financial Planning andNanagement

Develop with the assistance of selected staff members, the fiscal'operating

budget in line with approved program planning and established priorities.

. 47. . Establish, maintain, supervise an acceptable accounting system, providing for

checks and balances and,audits, for the Control of all appropriated school

monies in line with the approved.state accounting manual.-
_

48. Assist in developing and implement a fiscal management procedure for acquir-

ing operational funds through taxation, advance payments, vouchers--; and reim-

bursements.

sist in developing and implement a program of investments and interest- _

bearing actounts for inactive funds.

Prepare periodic reports to the-governing board and appropriate operating com-

Mittees relative to the financial status ofthehooi.-----

Establish ind maintain a perpetual inventory system
equipment, tools, supplies, and materials.

52: Supervise the administrative details of the appropriate insurance programs

jcarried by the school and the insurance program which will be offered to

students as school insurance.

Implement a system for approving travel expenses for membe s of the staff.

54. Prepare and maintain a schedule of charges to-be made for school-pr duced

iteds and for services rendered._

Assist in the development of and implement a procedure for establishing pr

orities for the use of funds and-other available resources.

56. Assist in determining the appropriate criteria for writing specifications for

the purchase of equipment, tools, and supplies in accordance with the school

code.

accurately accoun

5

Keep informed of.and comply with the regulations regarding the use 0

in:the. purchase of equipment, 'supplies, and services.

Prepare speciffeations for .the purchaSe ofequipment, tools, and.supplies.r

Prepare appropriate recommendationste_the authorized purchasing agent-for

purchase.

60:- Assist-in preparation 0 -long-range projections of.needs for facilities,-

equipment, and supplies and financing of existing and emerging vocational

educational programs.

61. Assist with the preparation of materials for and pi6motion of.pas age of bond

sues affecting the vocational education programs.
-

A



2 =sist in determining ,the number of prpfesSionaLand.nonprofeasional support
persons which are required for the efficient and economical operations of the ,

schoel,

:Develop,- with the- assistance of those-concern --and-supervise-the-implementa-
tion -of, position descriPtions specifying the duties and-responsibilities -for:=

, -

persons filling-ea:eh -of the established positions.

64. Assist in developing and implement a system for recommending and selecting
staff members by: (a) developing selection criteria, (b) using: effective
interview skills, and (c) effectively communicating recommendations.

65. Implement a checking syitem that all faculty and staff personnel hold valid
certification.-

66. Develop and implement an induction and orientation program for ail new per

sonnel.

67. Assist in maintaining a record of special assignments delegated to members

of the faculty so as to eliminate.overloading of some persons.--

6$. Participate as a recognized leader and-advisor in the field'of.occupational
education within'the school and-the-community.

69. -Develop,,maintain, and prombte good human relationships in all dealings with
the staff and student body and holding inviolate personal business and pp-

litical information.

70. Develop, maintain, and proinoto an
state, county, local educators.

adtive and professional relationship with

,711 Participate as the liaison representative between
department,and all pirticipating schools.'

, 2. ,
Assist in-developing and Utilize an equitable and sound salary structure for

_professional and nonprofessional personnel.

the vocational school or

,

-

. Assist in developing sound; fair, and reasonable'personnel poiicieEincluding
those referred to ai "fringe,behefits."

_, ,

Assist in developing and implement a plan
.

0 involve individuals in Making
.

decisionsswhich affect them. .

,.

Assist in developing, utilizing, evaluating the procedure by'whigh members
,
of4he Staff can have a fair and-impartial discussion 6f:their Problems,

{

omplaints, and grievances.

Assist in maintaining a confidential personnel record system -for' e bers

Of the-staff.,

-
Determine ancLadmini- er:a roster Of substitute teache s.-

2 1
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! 78. Provide leadership to develop solidarity of purpose within the staff.

79. Assist in planning and directing and participate in staff meetings,that have
purpose and offer a challenge to,members of the staff.

80. Assist in developing and participate_in an in-service-educationlTlan-related--_ _
-to the recognized needs of the teaching and administrative staffs including

provisions for upward mobility.

Participate as host and/or provide escorts for individuals or
visit the_school.

.82. Develop and promote communication and professional
private and proprietary schools.

Category: VII. Student Personne

Assist in de ermining the basis for determing the number of students that can
be accommodated in the total program. -.-

84. Develop, administer, and interpret policies and procedures, in cooperation

with the participating schools,-for the,selection, diiantation and registra-

tion of students in response to community changes for entrnnce intdthe voca=

tional program.

_oupsthat

elationships with local

Develop and direct with participating schools, procedures for determining:an

coordinating compulsory attendance and keeping of attendance records.

86. Establish a comprehtnsive guidance program within.tfie Schoolland in coopera-
tion with participating schools including placement and follow-up of all

students, graduates and early school learners.

Participate when appropriate in counseling with students and parents.
_

Plan and administer a school transportation system where applicable.

Administer the medical se vice program that is maintained for the welfare of

the students.

0. Develop aprogram of student. government.

91. Approve and administer essential supervision of student social, recreational,
and athletic activities including vocational youth organizations, when,these

'are a recognized part of the vocational program.-

2 .Divelop, with asSistan6e.of other staff,members-,--and 'administer a system fqr ,

handling discipline cases that have been referred.by members of the staff to

the administration.
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Meyer Warren F. I-Crawford Lucy and IClaurerli, Mary K Coordination'in1

Coo erative Vocational Education:.

Columbus, Ohio; Charles E. merrili, 1975.

PERFORMANCE.-REQUIREMENTS----
FOR TEACHER-COORDINATORS

PROGRAM PLAYNING',. DEVELOPMENT AND EVALUATION.
(10 Clusters)

Clusters Performance Elements-

VocatiOnal Survey
(11 elements)

Solicit assistance of vOcational educa-
tion personnel from the state department
and/or university, in conducting a yam-.
tional education .survey.
Obtain administrative approval for con-
ducting a vocational education survey.
Organize a steering conunittee to assist
in pre-planning activities of the
vocational education survey.
Publicize' the purposes and obj ectives
of the vocational education survey.
Involve advisory committee in cOn-
ducting a vocational education 'survey.

6. Identify- the geographical area in which
a vocational' edUcation survey will -be
conducted.
Devise a p an of activities for the
survey staff to follow in conducting
vocational education survey.
Establish communication-withpioyer
-represerritatives who will be involved in

_ - vocational education survey.
9. Orient the survey staff to their duties

and responsibilities in collecting
vocational" education data.'

10. Suggest a vocational education: program-
based on analysis of community survey.
Disseminate the feelings of the vocational.
edueation syrvey.

Adapt an ekisting vocational education
survey,form to _local needs.

13 . ileqruit teachers and guidance counselors
to participate in conducting a -vocational
education survey.
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14. Direct.students_in_the-collection of

data for a vocatienal edUcation Survey.

IS. Consult the_lecal office-o
Eiploytent SerVi,ce to,obtain informa
on man-power-trends-4.nd-Mtd8r.
Consult.Chakber 'of Commerce to identify
area employers to be contacted in voca-

tional education Suivey.

Consultation for Sun-
elements

inistrative- Approval of
Advisory Committee

(2 elements)

E. Advisory Committee
9 elements)

17. persuade labor representatives to'parti=

cipate "in vdcational education surve

1.

18. Obtain school board-authorization for
organizing an adVispry-lcommittee,

.19. Obtain administrative'eOpreval of the
selected advisory;committeemeibers.

Identify the role and funCtion:pf the-

advisory committee..
21. Establish the.criteria for selection of

advisory committa 'members.
22: Publicize the establishment of the

advisory committee, its members and its
function to the school community.

23. Orient advisory committee members to
their role and fbnctiono.

24. Plan the annual agendato be considered
by the advisory committee.

jS. Serve as secretary to advisory committee.

26. Communicate the date, place, and agenda

for adVisory.cummittee meetings-td-all--
-

persons-tencerned.
27. Invite resource persons who can provide-

consultatien .service to attend advisory-

committee meetings.
28. Serve as liaison for the advisory.committee

and the school administration.

Detemmine the occupations for which
training is to be offered in the voca--
tional education program.

30. Collect-student occupational interest
data to identify vocational education
needs.

1. Identify the competencies.needed for
entry into an occupatien.

32., Describe the occupational Standards of
performance for each task in-an
occupation.

Occupational Selec
(4 elements)



Utilization of Advisory
Committee:and Labor for__
ccu --war-Analysis

(2 eleinents)

Consult adyisory committee-in-regard tà
----planning an analysis of an occupation.
34 , Analyze occupationS with_ assistance 'of

employers 'and labor representatives

Maintain continual -follow-up information.
on placement,;!eanployMent and training
status of each graduate of the vocatiOnal
program.

36. Obtain follow-up .-data from employers
of vocational education students.

37. Assist in-the identification of the
vocational eduaation purpose
-and objectives for,Nthe school.
Determine the- reasons students drop out
of the_ vocational prograni;
Identify knowledge_ and 'attitudes required
for the performance bf- each occupational'
teak included in a course.
Develop vocational courses by clustering
and seqUencing related-tasks7-
Assist in writing general objectives
for courses offered in the vocational
education program.
Write -student-ferformance goals -for
vocational' education' "courses .
Review:supervisory evaluation reports
for assessing the vocational-program.

44 . A'siess .-the relevancy of the vocational
. ,

pr6gram.
45. Assess the adequacy of the-- vocAtional

education facilities and equipment
relative to technological = change.

46. Disseminate a sununary, of -the !vocat ional
education evaluation to administrators,
advisory. committee -members, and the -
board 'of ,education. :

47. Assist, - in preparing the long:range.

program, plan fcii-vocationaf education
in the', school

48. Consult AdvisorY__ cam- mitteejp. ,deveiop-

ing a .,longltringe prograin _for; VoCational:

education-ij,,
49. Analyze:.lonj-range -dourse neeks for -the-

.
vocational education prograir

,

50. identifY ir long rangeneeds fOr ;employing

- faculty, for "the-.vocational -program.

51., Specify long-range fiCility,-::equiPment
And supPli neeas'=for=the,-vocational
education program.

52. :Prepare a- long ra.hgei 'budget ,which iden-'

:tine's the financial needs of the voca-

tional , education-pro
''"

Followup- Of Gradua
(g elements

1. ,Planning and Evaluation
of Vocational Education
Programs

(10 elements)

_Long-Range Planning
- (6 elements)



II. INSTRUCTION PLANNING
(7 Clusters)

Clusters
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Performance Elements.

AC Objectives and Pirformance
Goals

(3- elements)

Student Involvement in UOt
-Planning

(1 elemen

Unit Planning
(5,e1ements

Review-general objectives for the_

program.
54. Review student performance goals

developed for the program plan..
Sequence performance_goafs (objec
tives) for a course.

56. Involve the students in
of a unit.

he planning

DeterMine-objectives fo.. a unit:,

58. Jdeintiff_the unit topics_fär,:a Course.-

59.- Write content outline-for a unit.
60 _Identify .lessen topics forf

61,- Select-tethed"g-of evaliiating__students
performance throughout a unit.

Unit Plans for indivi- 62. Correlate-unit-talfent with on-the-job ..

dualizedinstruction _ _ and/or laboratory experiences.
___--

(2e1ements)- 63 Determine group and indiVidual learning
experiences for the unit based on indi-.

vidual differences of students.- .

).

Preparation ef InstructionaL 64

Materials
(3,elements)

a

Prepare instructional.materials ith

a spirit duplicator.-
Prepare instructional materials with a
mimeograph machine'. .

'Prepare instructienal (hard copy and
transparency) materials with a
photocopier.

InStrUctional Materials:,
gquipmett,andSupplies

(S-elements)

0

Lesson Planning
(8 elements)

68.

69.

70.

71.

72.

73.

74.

75.

Develop original:instructional materials
suc:IlaS individualized related aSsign-

mentAheetstratsparenciesharts_
Write prograMmed instruction.
Obtain textbook,.referenceand othe
iristructional Material
AsSemble consumable supplies for
inatructional purppses.
Select tools an& equipment,for a lesson. .

Identify the specific,objectives for_a
lesSO4,-

.

PlanLthe_content ef a-lesson,
Plan,the introductien of a-:lesson.-
Plan the summarrof a lesson.



III. INSTRUCTION EXEC
(13 Clusters)

Clusters

76, .Plan student learning experiences
for a lesson.

77, Select teaching techniques for a lesson.
78. %Trite a lesson plan.
79. Select a method.of evaluating students

attainment of lesson objectives.

Performance Elem6nts

Introduction-and Closure of
Lesson

2_elements

SO. Introduce a lesson.
81. Obtain summary for a lesson.

Teacher Centered ,Technique
(5 'elements)

Teaching Techniques
(7 elements

2. Give'an assignment.
83. Present information with aid ok chalk,

board.
84. Employ oral questioning teChniques.
85. Give a lecture.
86. Give an illustrated talk,

87. Apply non-verbal,techniques such as
gestures, lacial expressions.and
silence.
Establish frames of reference to enable
the student to understand a situation
from.several points of view.

H.-Acknowledge student verbal-and non-
verbal paes.

90. Employ reward techniques.
91. Present information with analogies.
92. Present-information through case

study problems.
93. Direct students in-applying-preblem-

solving 'techniques.

Traditional Educational
Technology

(2 elements)
__-

Educational Technology
(8 elements)

94. Present information with silent mo ion
pictures.

95.. Present information with radio..

6; Present information with phonograph
records.
Present information with audio tape
recorder.

98 Present information-with
projector.

99. Present information with
100. Present information with

projetDr.
Present information with

Overhead

-slides..,
an opaque



'Visual Aids
-CS element's)
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102, Present inform ion with sound motion

pictures,
103, Present information witk sIngle concept

films.

104. Present information wrth bulletin boards.

105. Ptesent informa,tion with exhibits.

106, Present information With aid of a. flip

chart.

107. Present information
flannel board.

108. Illustrate with

Direct d Study
2 e ents)

109 Direct study of -textbooki

and pamphlets;
110-. Direct student study ol

assignment sheets.

Instruction 111. Present information by the use o_
(3 elements) . individualized -instruction.

112.. Enrich instruction to challenge the

abilities of the abler 'student.

113. Provide remedial work ,for slower students.

aboratOry InStrUction 114. Demonstrate a manipulatiVe skill.

(6 elements) 115. Present a concept br principle through

a demonstration. .

116. Direct student laboratory experience.

117. Guide student progress through use of

'operation oand/or joh sheets.

118. -Direct 'student preparing laboiatory

work &Job plans.
Present.information by the project method.

Interaction Techniques 120. Lead 'group discussions..

(11 elements) 121.- -Conduct_ group superVised study-

122. Present 'information used in a prepared

sJcit.

Employ question box technique.
Conduct panel. discussions.
Conduct symposiums.
onduct debates.'

Conduct 'buzz groups.
Conduct brainStorming sessions.
Employ bler.playing techniques.
Direct the use of simulation material

r°

Direct st, dent presentations.

Direct stud Tits 'in instructing other

students.,

BB. _Instruction by Students
(2-elements)

eResources--
eleients)

.

Present informt1on with.. the assistance

bf a resource
134.. .Conduct field .trips\-.
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Direct students in gathering information
from sources in the community.

136. Direct written programmed instruction.
137. Direct teaching machine programmed

instruction.
138. Present information by computer-

assisted instruction.

13,9- Present information with eduqational
television prograts:

140. Present information with videdtape
recorder or closed circuit television.

441. Present information through team
teaching.

Iv. .INSTRUCTIGN-EVALUATION
(8 clusterS)

Student,Performance
and Evaluation

(7 elements)

FF. Student Involvement in
Evaluation
-(5 elements)

G. Eyaluation'of
Job. Experieries

elements)

142-. Formulate a system of grading consistent
with school policy.

143. ,Establish criteria-for student performance
144. Consider cumulative data on students'

ability and achievement in establishing
performance standards.

145. Administer subject matter standardized
tests.

146. Appraise students performance in rela-
tion to ins*uctional goals.=

147.--Appraist students products according
to performance standards of the occupa-
tion.

14 -Determine grade for performance for on-
the-job and related instruction.

149. Devise self=evaluation techniques for
usehY studenta.L____

150.. lArrange for students to evaluatetheir
'own progress.

151. Formulate, cooperatively :with. students,
procedures_ which provide for their
participation in, the,evaluation of
instrUction. ;

152. Engage in.cooperative evaluation o
achievement with students.

153. ,Interpret students.evaluation of'
instruction.

154. Evaluat studen eaTnerls personal

-155: Evaluate student learner's work qualities.
and,habits on.the job.

156. CheCk-stUdentlearner's.progress in

229

acquiYUR-T1ilil-on7the7lob,



HH. Laboratory Tests an
Rating Sheets

CZ elements

Formulation of'Test

C6 ,elements)
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157. Devise laboratory performance rating

sheet = _
158, ,Devise- labgrastory.performance rating

tests '..

159. Fqrmulate true-false items.
160. Formulate multiple-choice test ite s.

161. Formulate matching test items.

162. Fortulate completion test.items.
16 late essay_ test items.

,16-4 Fo dlate test items for an oral

ex ination.

165. A. inister teacher-made tests.
166. Analyze testi for validity.
167. Malyze tests for reliability.
168. Devise cage study problems.

169. Review student pro.gress and/or
achievement records to assess effec-.
tiveness of instructa.on.

Adiinistration and
Analysis of Testi

(4 elements)

,Tea her
elements)

Evaluate _quality of on-the-job training
received by' the stUdent-learner.

171. -Evaluate individualized related ass

tents completea under directed study.

172. Seek opportunities for self-evaluation
of instruetion through self-rating
devices and instructional media such as
video or audio recording.

173 Obtain information from fellow teachers
supervisory personnel regarding the
quality of his instruction.

MANAGEMENT
7 cluste

161. Budgeting, and Supplies

(7 elements)

1741 Plan an operating4budget proposal for
consumable supplies, services and'materials
needed in a vocational course.
'Design i_procedure_for acquiring the C911-

sumable supplies .and materials needed

in. a !vocational course.
176. Prepare purchase requests for approved

c,vocational supplies -aid equipment.

.177 Arrange fOr the' sXorage and security of
vecational supplies.and equipment.

178; Prepare:a budget for estimated tr vel

. expenses incurred in vocational tivities.

179. Prepare a capital outlay budg proposal

for new -1quipifient needed in a 4iocational

cauvs

o



Ye'es and Gratuities
(,2 elements)

_

180 Arrange for additional vocational

tO acCemmodate expanded
enrollments and fWinological advance-
ments in a-course,'

181 De se a system for determining and col-
lecting.student fees for consumable
supplies.

182. Accept gifts or donations of supplies
and equipment for the vocational program
according to school policy.

Reference books and 183. Identify new-tools and equipment-in a
Supplies vochtional' course for the academic year.

(3 elements) 184. Compile a listof supplies needed for
the acadeMic year.

185. RecomMend reference beoks and periodicals
related io vocational education .that
should-be added fo the library.

J3P;- Data and Records
8 elements)

Laboratory Management
'(9 elements)

186. Structure a-filing system for records
and repoit forms used in a:vocational
coupe.

.f87. Record vocational student attendance
according to school policy.

188. Record vocational students grades
according to school policy.

189. AsSemble student file'documenting per-
,sonal habits, attitudes and grades.

190. _Maintain a record of individual work
hours, wages, and work progrqssion'of,
on-the-job training.

191. Devise a system fpr maintaining occupa-
tional information and opportunity data
Devise a filing system for'instructional
materials.

193. Supply administrators with data.for
vocational reports required-by the state
2department of education.

0.

-_.194 Arrange-layout or vocational laborator
to.simUlate occupationalenvironment.

195. Arrange_laboratory tiork areas-and

k-
stbrne space to facilitate student work
performance. _

Maintain.an'inventory of vocational
tool§ :supplies e.nd equipment.assigned
to the laboratbry.

J97. -Implement student "check out prOcedures-
-for topls, supPliesi- and, equipment used
-in vocational laboratptY.

198 -Schedgle laboratery equipment_for maxitum
utilization-by-students. ,

,
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199 Direct students in a system for cleanipg

and maintaining the vocational -laborato

200, Est4blisha system.for repairing and
servicing.tools and equipment in a

vocational laboratory.
201. Control,_heat, light, and ventilation in

vocational-laboratoriis, and classrooms.

202. Establish a policy for use of the ,

physical facilities by outside groups
and otlier school personnel.

. Provide approved safety apparel.and
devices for Vocational siudents assign

v3 hazardous equipment. r'

204. Establish i procedure for-attending
first aid,needs of vocational 15tudents.

Maintain a record of s,fety.instruction
presented in compliance with safe:
And regulations.

Student Behavior
(6 elements),.

206. Uphold school standards of mmecteo :-

student behavior.
207. Uphold acceptable standards of student

behavior in vocational classrooms aLd
laboratories.

208. Formulate with students icceptable -stand-

ards of behavior in vocational class-
rooms-and laboratories.

209. Encourage students to excerise self-

---discipline.

210. Carry=out approveddliapYinary action
when warranted.

-211. Control eutbursts of fighting-and
aggressi/e behavior.

TT. Teacher7Studen Rapport

(3 elements)

Maintain an open-door policy:for
studentJconsultation.

. 213, Demonstrate a-regard for.and an, ,
interest-in the -student's as individuals.

214; Encouragel-students to'discuss,career

,aspirations.

. UU; Personal Concern for Student 215. Demonstrate personalconcern for the

(4 elements) -student and his family.

216. =Conduct home visits.'

217. Cemmunicate-withpf4spective and 'con-
tinuing students during the summer.
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-_ 218 Asst -ndents_iiiththeiiprobleis--
twOr_p_gcoOpetativelywittlagencies:.

:such_ a -the Pit;Vides
_

219: OeterMine,".itudentsc.baiktround4n
environment.

=220. -Revielirstudents4.utoblograpiaii for
,Anformation'aid'in'Underbtandingthe-1

, -;stpdents.,
221-._-knalyze.itnden
.222:,-DeferMlncfre1atibnOhpmOng-sitidents_
_ through-S6Ciometric-:ie

-,(e4:,-sociogram
223.',Maintaia'anecdotareiordi,-on-studel nts

,Adminitering-Standirdized 224. -Administer, subjec-
Tpsts tests.r.,,

(4 elements) , 225.:Airafige:with:thp;_gpplance-c6unselOrjor,
:admiiiiitrationand:interOrptatt4n:for

1 perso4ility,,;iptitu4,and:--intelligenCe--
testS -for *3eeificr'iitOelifi.-::::

226. Ariangejor--.16cal'offiW6f(the
Employienf,Servide.:to idiinfstei)and,;,

- to ,interpreivi3O General ',A:ittitude :Test:-

Batter.-'
.227.,-,Interpret,ocetipation41-:teSts-and:inven

tories, to=Atudents.-1
_ , , __-

Student Counseling -, 228 . Conduct grOup :eounseiing -es-Sion :

.-(6- elements) 229. Recognize -potential: problems:6
students_:

230. - Conduct:a C6hference ,for ,couns el ing

-a ,stndent , , .:',- , --_

231 . EncoUrage, two ;ydy _communiCation :during-

4 conferenee' withw,--stddent-:-'
232.. _Assiststddents in:devei6pinegd6d.--,

studk:habiti:,
_ ,

233.-,-Confer-with stddentrand his-parents:
, . . .._

regarding-the siudent!S,educational,
_ .

, _

development...,

Occupational , Counseling I 234-. , Present; information- to-_ student t on,.
. . _

, -, , , - I , -

(7 elements) '. occupational opportunities
235. -Assist, 'Students Tin- deterMining, ways --

to best desCribe: their6, salable- skills .
236, .Assist students. :in r,seCuring -And in .

filling out -Applications fez. jobs ,
scholarshipS,, ed4Catidnal:leinsf or
college admiisiom

237. Write- letters of recotimendation for
students

238 . Assist graduates- or seniors in Trepar ng ,
for interviews with Pot enf ial: employers .

',



V

Z -Student Referral-
5 eleients)

-k224:
,

1

_ .
239, Present xnformatlou .,to=studentS, on

'post ---,high: SChdol ttainikig.,:and edlica'4=.

. 240, -Deyelopconstructilie;.werkinurele-:
tianships-imong Ailirent17;

, _

-r

241_, pstablish; Communicp.tiOr( liatterns for

erthinging -414oriatiOnfor-Ceeperatin
with :the ,,guidar4 Counselor:.

242 . ,=StIPOIY-..gi4danee..:counselbr::with:PerfOrr
=nee

243 Reker -:"students=_fo,- ancIde cOunse= _

"- and :other.,:lpeeial4t _

244 Work-Iwith other: tachers to 'help

Students, virith:_individual-rprOblems
245 Refef studentil'te,:044fitCperionriel

agen les,' for oecupatienali*dr-- educa-

tional inforthation

VII SCHOOL-COMUNITY RELATION§
(7 Clusters)

.=

,

Planning School-Community 246. Assist in the development; cif policies

Relations regarding school darlimunity;.relationships

(3 elements) 247; _Plan ,the-schbol-cOsnminity relartions .

.. .

activities `for :the 'Vocational program.:
248.-- Pfocure- clearance from the :School admin_

stration to ,conduct school-comiminity.

relations adtivitiesrelated to the '-

vocational program-. ,-

F6edback on Vocational
Programs

(8 elements)

249. Obtain informal feedback on the voca-__
tional program' througii cOntacts with
individuals in the school and opportunity.

250. Consult advisory committee_to obtain '
information concerning their expectations

'of the -vocational prograth.,
AcqUire information from members of the
comMunity- power "Structure (e. g . po 1

tical , social , economic; pressure groups)

. regarding their expectations of the
vocational. program.
Obtain inforthation froth parents relative
to 'their expectations of the vocational' _

program.
253. Analyze enrollment trends to- determine .

student and 'parent acceptance, of the, vo-
.

cational program.
254. StUdy in-school election sults (student

council, class officers) to determine ,

the image of- the vocational students "in

the' school.



-255, Study OOmMunitt-VotinrresUlts:-onrfin-'',
...)ancial-issues-affecting:the'VOOational._-

program td;determIlle':600mUnitY -support-,
of the- prOgtaiiL

256. ,Conduct opinion.survey,in_the.school
and Communityl-coneerning-theImentional

_

School and Community Service
(6 elements)

257. Assist' in planning -the' Cweia,li, obj eetivei

of the total -sehool-
258 . I Provide ,cOnsUltant_services- to _local ,

business,_ and- industry.,_

259. Assist,wit4 community businin and
_ industry:sponsored services -

260. Serve-in-4 comiunity'civie;YService-Or
social'oganiiation'to-:improvethe
image-of `thecational progr

261. Serve,in professienal:non-'voCatienal.
organizations-,to iiirOve,the-,imige of
the vocational-prograM.',,_:

262. Assist with:special.eommunity social
events.

,,

Student-School-Community 263. Conduct an open houSe-to faMiliiiize
Activities members of the school-and-OoMmunity

(3 elements)

-Unions (Lebo
(1 element

_d Management
_

Staff Relationships
(3 elements)

with activities Of the VoCitional
program.

264.- Sponsor student7parent activities:
for the vocatiOnal program.

265. Sponior employer-student banquet for the
vocational program.

7

_ =

266. ,Maintain-Jiaison with union-officials
and-employers.

267: 'ExPress a philosophy,,consistent ih
that,of-the vocational_staff*-__z

268. Nhintain working relationships with,
the-faculty--and administration.

269. Maintain-working.relitionships win
the_schook_supporting7,-staff through_
cooperation and mutual effort.- '

Progrmm Publici y
(7 elements

270. Provide brochUres to InfOrm the school
an11,-comm, ity_of-tha'11.0cati9nal'Program.-

PrPvide Al.- lays 41:-tile:s0h09,1--,-.and- in
-the,camiunity on the'vecational program".

, _ _

Speak tO-schoo-l'andrdommunity,groups on
thEvocational program:.,
Dire-ct, student ,presentations describing
activities of 'the-.voCatiOnal-. progyam.

- _



- 226 -

,.274. Prepare news releases, on activities o
the vocational -program- for, newspapers

and other periodicals. (fr

275. Present activities of the vocational
program on,radio..=,

276. Present' activities',Of the vocational
program on television.

STUDENT VOCATIONAL ORGANIZATION
(5 Clusters),

Establishing Student - 277. _Obtain 4proVal fro0:.ichool_administra

, Vocational,Organization tion-for eitablishing.ajtudent Voda4::

4 elements) , tional organization-:,:,
278._:'Contact:State'leaderShiO'regardinObe_

_.-
stetó_fbefollolielirgalnizinga
studen.Cvocationalorganization.2-,

279. Organizea'student:,cOmMitiee',,toiissess,
the_interest,Of!itudentS'injoining,a,

--_- -vocational Ortanization.Y '_-:--,' -,

280. Acquaint prospective*leMbers and their=
-parenti with thejnirpósisi.,activitieL
and values-df'the,student-vOCational '
organization.

Management of Student
Vocational Organization

(15 elements)'

,

281. Conduct,an organi ational meeting for-___

)'
a student vocation I organization._

282. Orient students tp t1;e student-voca-
tional organization.

283. Assist in-threralection-aild ingiallation
of officers-of the student vocational
organization.

284: Conduct leaderShiptraining sessions
for-the officers Of-the student voca-
tional organization._:-,

. .

Assist Students:in devalopinga yearly
_

_.program_of activities for the student
.

vocational organization.
Design a procedure for acquiring consum-

able suPPlies and materials needed in a
'vocational organization.
,Assist ttudents with tbe financial man-
agement ofthe student vocational
organization; -

Assist in planning and organizing fund
raising activities for the student voca-
tional organization.

289. Coordinate student vocational,organization
-activities with instructional activities.

290. Supervise social and educational activities
for the student Vocational organization.

'



Codperation With State
and, National Organizations

(7- eleglents) .

'- 227

-
291; Maintain _studentiyoCationa organiza7

vocat oducat 8111

natruC:4-_tion ;integral -parti

2.92., Assist,: students:with: the- guhlipiting
student vocational

e C I

, activities

293 . Direct -initiatiokiietivit es, 10_:,,the
stude'at_, vocational 'arganizat ibns

294 Assiit-Students: 'in-_ advanCirig-,-,Withine

:the available; degrees::in-'the:-Student_
v`dent knial -;arganizat

295; = twelve' Sitid6tS;In: the,. evaluation :of

the student:vocatienil organization-.

_

296. Affiliate tha- stiident lfocatienal organi-
zation- with 'the statar,ind4ationai _

vocational , organizatiOns-;-_;-%_ T7

.297. -Send,- student ':_repriSent-atiVi0;t6 dist _icti

itate,_- regional -and natiOnii2.- siddent
vocatiOnal organization activities

298. Provide 'advice and training ,kor. stUdent

entries irr:_itate--.andinationat-,,Student
voCationak prganiiatien, eOnteits

299. Participate in distric;;..,-Stati; regiona
and national activities bfthe-..stildent
vocational- orginiiatiO.:,

300. Assist inythe: deieloin,Onvol-:rnies and
DrocedUre's 'for: &inducting , stati,_:,regiona1
and national- Student,'Vooationatiprgani
zation_ Contesis

301 . Serve as-an advisor- or pudge Ifor dis-
trict ; Siate;- fregional .ind:hational -;
student vacitional':_orianifation',,Contests .-

302. Assist:in-the ,_preparation of istate' and-

. national reports for -' the :-Student--'Veca
tiona Organization.

_

Books and. Publicati ns
(3 elements

303. Maintain- a ftle Of 'pub1icatieris -avail-
able for the .. student vocational
organizatien:

304 .. Supervise_ the deie1opment Of a 'chapter

scrapbook- for the student vecational
, organization.

305. SuperVise the development Of an annua
handbook for the student vocational
-organization.

306: Involve' elected chapter parents in
the activities of the student voca-
tional organization.
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PROFESSIONAL ROLE AND. DEVE PMENT

(7;clusters

.Philbsophy and Goals%

0 elements)
_

307. ExpFesi a prof6sSional;p4i,losophy_ .

relevantytothejpasidi:goals,oUteiching
)308._Prokoto the attainthenttiOhe'gbals*d

ob*tives df.illo-4-eiching-;profesiion-
309. 14aintainthicalStindarcIS--expect684i.,

-,:a4rofesSionai,edticator.,.,
310.,4dentily Current'trenasof:the,teach

,

-mfession'--
311. EkChange,obiiiVatiOnal.vi_ _s, i__

.- =vationsi inct.idqas with .otiier,fiachilrs.,,,

312.:Evaluaie perioicailii'JianiatIonal
- . . ,. _ . _. , ,-

7philcisophrin rdatiori:to,ithat'held'_b '

,majority,of,Othermembefs'ef--the
teaching profesSior

313. Participate in''noninttructionalm -
schOol -dutieS1.,, difèteriai_hom67

. roO*, tits,duty;.ctiaperOning;IPTA:-

314. AsSist with-,nonvoCational--stiident.,

organization activztiis.-

,General:School Duties
(2 elements) -

a

Professional Service
'(6 elements)

Support pronissional organizations
through-meibership,and attendance at

\
mee ings.

316. Serve professional organizations as
in officer and/or.chairman or meMber .

of a committed.
Represent the teaching prOfession `as

a -committee member , or. delegate to

meetings and activities of other

pkofessions.

School,Problems
(2 e ements)

Student Teaching
(8 elements

313 Write an article or book for publica-
tion which contributes to the literature
of the profession.

319._ Participate in experimental'aild other
data collecting research activities.

320. Work with a_team of profeSsionala from

school and/or community op pertinent
sdhool problems.

321. Assist teachers who are new in the
system to understand the policies and

regulations of the school.

322. Plan activities for the student teacher--
which draw upon and enrich 6ollege
course'work.



-

self-Evaluation
(3 elements)

9

;

.1,4441,044091c1M a ion
of the --1-64-che
spideatteichors.

324; Provideoppr;unities or potentiali
-"teachaqrsiiiii4

he'proi-
2

ba4groUrid7:071nowledtWind'expetienCe.
poMOStritejeil4gOgical
-iU4titif,4eatheisr.F

rAiactiar'rigiraineplaird-. _

,I-apd,iyalUatOn of,:tiO0in
32_ ' 0:Infer,iiiiti011age:auperidior.4nOtu-

denteagher4egilr,44pg-lerferalanceAm-
the StUdOnttpao4Ants#u10.0._.

329; -C-nfprcivit00.egOdkryispi:_ghd
s udent
evaluatibit':of :the-total .7student- eaChing _

, _ -r ,

experienea.:

330. Select_ tbeT;poSitiOii );-ihich;ii in- keeping
:wit,hleraenalandprofessionalabilities

_
-=

331, Use=i-aelf4rielYiliferm-

1 ATOJiml.tii4any
_332. 'Consul supervisory and administrative ,-_.

'evaluatimis,:todeterl*ne:i
,otheri fte*ii
abilitieS -and i'lpiitations

_

_Updating Competencies 333 equire'new oc:a4patiOna e id, I

(4 elements ) t keep paCe ,wittf-technologida a
teaching.

334. Maintain professiona. certification
througb,: enroli4ng inraduate, extension
and ,inserviCe_*duCatiOn.,

3 5.- EitpanitifedUcational, backiround _andt-leader-
,ship:'potentiil iby-,acbieViik-advineed:
degrees

336. -grade-,profoisional 'personfiel' file ,

regularly.

,

COORDINATIOW

Resource Materia
;tCl element)

'337, Provide prospective student-learners
-with resource materials on occupational
opportunities to aid them' in selecting
a vocation.

2 9.

't-
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Student-Learner
(7 elements)-

Training Station
(3 elements)

338, -EstabliSh'Criteria for'_Selection a
,

Student-learners,-
339:Gatheestndent-learner;selectiondata-

P3st_resOlts,,recor0s,_grades
,34o, Administer.oCcUpational:teitSielaiive,

stn:studentlearner,Seledtion_and
-,pAacement.

,341. ,InterView studenti-and-ParentS,to ob-
-taimstudent,leainer.interest and
aptitudeAinformation.',y' :-

342% Identiffa'prospectiVe_student4earner
on*basis,of-,-selectioncriterigi and
Aata.,

343. Match a -student=learner's Unique-charac
teristics ithan appropriate training-:,
station.'

344. Approve on-th.67.job training hours- and

wagei 'for -student-learner.

345: _Establish criteria for eValuiting'-
training-station.potentiii of,an,

. employer.-
346. Identifk pfospective cooperating Cm-

ployers torpiovide on-the,job-trainig_,
;

347. A.ssess.educational ade cy of a
prespectiVe-trainins Station's facilities
and equipment.

Union
(1 element)

Employment Regulations
(Federal and State)

(5-elements)

-348. Arrange with a union to make contact
provisiop for student-learner.

49. .Determine federil'and state wage and
hour classificationjof a prospective
cooperating employer.

50. nAssist cooperating employer i aC-

quiring federal permit to Ny'a training
wage.

1. Establish a cooperating employer's
qualifications for reimbursement for
training a student-learner.

352. Obtain reimbursement for cooperating
employer providing on-the-job training..
Obtain reimbursement for student-learners
for\training costs such as clothing and

tools.
,

Develop a procedure to insure students
safety and protection in the training
station..
Assess safety provisions of facilities
and equipment of the prospective
training station.
Assist 'coo
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356. Assist,cpoperating-tmpioyerlin veri-,
fyi,ng,the'l.egality-of employing,a
student-learner in a hazardous -

ocdupitkoh.,

/

Persuasion 357. -Convince an employer to provide a,

element) training station for_cooperative
,educatibn.-

Training Agreement 358 pevelop4:_cooperftivetrainih
(4 Elements) agreement between-studfnt-learner

parents_achoo1.4uid_Cooperating',
,employer;',

359. _Arrange school-ind-WerkSehedules with
,student-learriers,,faculty,,and_.
training,siitien perSonnel.--:

360. Develop-a.p'4n-Orrteachercoo dina or
surierVision,Of-iii=theljabl:training

ihe oh-the4WAUstiticior..

241
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UPERVISORY FuNcrIoNs, CCompitencies

--,
-act2land:coordiriate:the,tOtalf44atiiinaleduCationfpro

,-is.-responSibre,at-therlocal.jevel,
40roVide:leaderahi0-ankassi.stancert* development L?
curriculum for the students being servd
:Providi leadership'and,asiistince,in:theimp, en_ _hiete0Oiqa

-,, .- ,, .
_ - .

:-Assist ith therecraitmentseleCtidn:,andjorientatienp 'instructiCinal!T
-'stif_ personnerand'in the Avvelo- ent of appropria eAntervic r-' i

-,:actiVities.-
'Aisistthe in'Stractional'itaffyith-7:the,=seliction

Apmerit'andsupplies:.',,'-
'11,orkin-close,cooperatidn:With,lbeal administra_

. , ,.

_-,- 44Amprove_theotal.educationalprogram;-
. , ,

:Provide'leadershi4:and assistance in,locaEresairc n eavo_ nj401*-
_ _ ,

,.V,ocational edUcatien-iieedsand improving the structiona1 -prq1auis -.:

_Assist-each-teacher-in planning -a_ budget-J4hiCh*11;_providethe hecessar
equipment, -supplies and materials for an {effect1veeducationa1program .'
ge- a functioning part, of an effeCtive -pablic7:informatibri4rOirasCand-f_main-
tain,' as, an IndiVidual, desitable public -relatTion*,wkil,;all'concerned. ,
Cooperate.with guidance personnel_inirovidirigArreffettiVe, -idince,in
counseling techniqueS'in tbe testing, plicetint:AndfolloWup,,o Vocationa1 -
stu4ents.-

,11-. Evaluate continuously the lotal vocational-education,pregrai_with the_-

administration-and-staff in-terms.ef stated-objectives,sathai,improVed
instructional procedures will result. , -: : -- -. ,,, -

12;, _Assist the teacher in developing an,understanding ok:stadent?eValuation

and,an-effective student evaluation program. -_ =!-- ,?-1- -' i
,.

._. _ _ ,

13. Promote a team effort with all other_vocational education:agencies repre-
sented within the community.

, . -
,

14. Develop annual and five-year plans for a pmplete vocational' education

Program-
Participate in and enc rage teaeher.support.of district, state and
-

national vocational education professiohal organizations:

CAL SUPERVISOR'S OBLIGATION TO:

16. Keep the teaching staff informed of policiet and prejected plans- through
.,

group meetings and-personal con"fOrences.-
;17.'--AceordalrAeaCherS:the same degreeA3i Consideration and understanding

. _ .

-
:18-[ Get'Ao knOwHeacliteacher in order to'be aware of_the teacher's strong-I-

points as,wellcas-his needs.
_ . ,

-19;- Offer asaistance andyencOuragement where they are needed,
_

-- 20-_,Give commendation, where it:Js'aarned.-
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13ROGRA4 ADMINISTRATION THE LOCAL SUPERVISOR WOULD BE RESPONSIELE FO
C

Wor*ing in cooperation with the curriculum adyksorrcommittee or the
administration trip. (toting new prograMs_and updating existing ones,
oordinatin nd preparing courses, of study.ind delineating and supple-

menting c. ent to meet the needs of the program.
23. Working:withriachers in developing, programs and informing all teachers

of the program operation.

,GUIDACE PRACTICES MAY INCLUDETHE-FR OYING'OF THE FOLLO ING ACTIVITIES:

_24. Use of consultant services.
5. Use of guipn:ee records to give an accurate account

performance. 's

Use of career inforMation for jolk,gnidance.
Orientation of pupils entering the vocational program.

-Evaluation of all program goals by teachers and' superviso
A planned program for, placement of students
ssistance.in planning job:bpportunities,
perationwith the existing' eMployment agencies.
development and conscientious use of suitable follow-up

ine 'student, success on the=joh.'

student's past

Th
dete



A

iorai co
ra

VI5OR'Of'.3/01tATIONWEDUCATION'''

CRITERIk'
,-

orpi.ti,on , of fxvi.: years Of,'T satisfactory professional e ence

as in :whickthe'supervisoryzcceTtifzeate;:islo
mater1s. :4eiree;,,With emphasis :in ,:rti subject:or teaching

= a. Supervisor :oi4ocational, Edueitien"( Trade and Indus
,

icate a-Baccalaureate' degree AS Suffieien
, _

__ _= __-_-_-,,

a 'w, th iliNktypes _ -o- _u
, ,_,, _ _ _ t. ..

-power agencies' inl therzommunity..,,
'slate: conikainity= and manpoWer:. ne into7meiningfuUvoca

eyi;-::-,'...,,:
.

siit' iri preparartionlof annual =and =.rOng ra ._.jgotil-s--zOk;:rpro

Work cOoperitively with -peisons 'and btipsin",'devel6Pizik-,:ii,,
._

ness

itiVisory COUn-cil: for _the :vocationa
, _ -

Assist -in determining -departmental-_,aims.
HOld:membership 'in civit and profeasional-organization

- _ ,
Serve 'on Community:COMMittees.'

11 Serve community needs by contributing professional e

ura

ioiiiiins

lains
otal. education

activitiet.
, 12. Plan-, 'develop, and conduct a commUhity isurvey' and:-inalyzerdata.-

etiseto -ciommun _

13:- Plan, ,deyelop,, and conduct a follow4T, Study and j analyie

14 . :Participate -in job _placeient- service -feir studeritS.2L *5
-15. ;,Recognizelaccreditation igencies'influence onteicber qualification

16.' Establith_ a-'strong three-Way relationshiP-betweinthe- student;,;the schoe_

business,-and industry.

_

NEW 'DEVELOPMENTS-

17 Keep,up-to-Aate on new occupational materials, methods and media.

Belong to professional educatienal association.
19. Attend state-profeSsional meetings. .1

26. , Maintain antact with employment agencies.
21:' Attend conferences and workshops.

:Read' extensively in professional literature. ,

43. Direct research Projects for improving programs.
24, Review .and report -relevant research' to staff. .

25.: Identifk current trends of the teaching profession.
26.. -Eiplore the availability of instructional materials for -establishing ne

Courses to meet: the changing conditions-in indusiry.

27. Exchange observationdl vlsits, innoiitions, and ideas with others in the

,_profession.
`

r

2
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Acquit:e new Occupa onal skills and information-needed t.d,ke'ep:Pace, with
techmoloOcal ady cement in vocational education;.
'-'4dentify qualificitioni,reittared for entry''inte. specific oCcuPations,'

'Identify latest ttends in business and Jndustry.

ICULUM DEVELOPMENT'

,

Consult idth -curriculum specialists for guidance s.nd Assistance in
-- develeping. a curriculath having substance and 'merit., .

_

Consult with-advisory committees_to determine' curriculum content and
- method of presentation. . , -,

_

.

,.

,33. .Develop a c iculum which-conofrms to all -regu.latqrY standard's- and is
f 1

designed to me t-...the needs of students and pirospedtive eiPleyees.
-34. Cothplete job descriptions and analyze occupations- for 'use in' curriculum --

development. /- - ( ,

_. -

,"

35. Assist staff in Oveloping courses' of study and -course Outlines:
36, Review and _eValuite courses of study with members of _the Stiff to

l

,.determinc the need for reviion and_ improvement .
37: ,Explain gdals and scope of vocational education,to school administrators,..

and others. - .

, ,

36. Provide for continuous evaluation of vocational programs..
39. Conduct vocatiOnal- program evaluation.
40. Identify needed improvements and' revisionS_ through vocational edutation .

program evaluation..
,

... , . -=.. ,
.-._

.41. Structure cooperative programs to meet meaningful educational obj ectives:
42. Develpp a realistic and workable program schedule to_enable'all students

to satisfy ,the. course requirements-of their respective curriculum.'

: IMPROMENT. OF TEACHERS-
t. .

43; Provide leader. ship to genprate--and foster interest and enthusiasm in
improving the_wality of instruction.

:44. Develop' and 'sequence student performance objectives for a course.
,

45. Determine needs and ,interests of student enrollees.
46. Plan a unit of instruction,.
47. .Develop and wri'te a lesson plan:
48. Provide guidance and assistance in developing courses- of study instruc

tional, aids, and- related materials . .
,

,

. .

49. Develop'-graphic materials, educational displays, transparencies, and othe
, real ,objects for instruction. -

A -

50. Organize, direct, and supervise audid-visual ,programs fer all course
. .

'- offerings.
. .

-, _

151. Organize and develop a system to secure and provide resource-materials
to the staff.

_ Conduct Iworkshops to develop instructional Materials.
Conduct symposiums, panels, and group- discussions.
Demonstrate the effective application of principles and methods of teaching.

55.- Hold individual and group conferences to discuss instructional prdblems.
. .

----56-. Establish criteria for evaluation df teaping performance.
57: Evaluate instructional effectiveness. -

58., Evaluate techniques used by vocational staff in_the classroom.
59. Utilize consultants for improving_ instruction.
60. ,Plan and/or conduct in-service training for vocational faculty.



I

urageiteaCherS -to; ufl. izo Selfi-eValuation'w,

_ad3ustmen 5::based _owselfrevalt4ition-,

ditien lef_:*Lib-_aks.-or refer-mei hoe:

7ognize vidual differenc
sin teac er. s acceptance -,

Toom-viSitation. -_ ,
, , _ , - r

evelepand--`,SUPerVise , an ,induction-.: and ,e
eratinnel

_ intainl_a_ roster'-of, sub'stitute,, ache_
readily,: made' :iihen:their.:,serviced âe ,

genize,: direct ,'--._aild__Superyize th School, Safety : p _p
lain state,"and; federal -;-Safetir :.re `latienTloroperatio
low fire rerulationa and , fire _drills- for school

plan- and organize in-serviwprograMsI'for,safet
!St Orish,'.safetf standardi for '--the'Vecatiefiar5,Pro
-,StiPeivise _-the, inStriktiehal=and .-custediaV;i n'oPera

'Compile l iat.-- of- seUrcei of assistance in `restablishing safetya
Deliele-p arid SupeTyiSe-a' program :to,' providi;---regUlaf'leiPeecicina-:
the school to 'locate _hazardOUS-- conditiens.' and `takti, et OS' need

.-- - - ,

unsafe Conditions%
,. , , _ .,

Recognize Youth'erganitatieris'as a means of involving

-" bUsiness leaders ,- and parents- in -, the ichoeLpfeiram -.--:
.
Recognize , that- youth Organizations' providwpstudents, with opportuni
develop -leadership ability,- civiC, -social';-:and:: ace-no-laic, awariness--_in

.

understanding.
,

Provide 1eaderihip in organizing, and, planning ,yeUth:' groups.

_i 79. Involve- local business and' industry in youth orgariiiition -attiv.:ItieS'..,,,
80. _ - Promote "and encouiage -student Membership' and paTtiCiPation _ in- Student-,

I 4-rianizatons such -ai VICA, FFA, -FHA,' FBLA,- and 'DE '
81 . Promote- and demonstrate gbod 'public relationS: -` -

. \
82 ., Serve as host And/or_ provide escorts- for _individuals or Jgroups.,that- are

,

.V_isiting the school for a Purpose-. _ -

83. Plan, direct, and provide eSsential supervision for student social
-recreational , and athletic activities, when theserare a- recognized pa

. the vocational program., -,;:- -
,

84... 'Identify Criteria =for,: effectivs employer-eMployee reltionships .-

85. kicognize the-. impOrtance of, maintaining pei. ;tonal _contact 'with ficultY as:
, ..---

nta on :pro a rie

a
ug_

o c

more; gene

. a means. of keeping thqm informed.
86. bevelop an informational -system to keep :tea7.hers infOrined. -
87 . 'Develop and maintain up-to-date teachers' and students'. handbooks.
'88-f Provide the proCédure- whereby' all bulle&in boards are kept orderly and

supplied ogith .up-to-date information anT notices.
89. Develop' and maintain- an -efficient system to proceis .änd _handle student

records and repprts..
90. . Counsel and conduct totiferences- with parents, students, and members of he

staff to° 'the adminiitration.*

91. Conduct a meeting.
92. Write letters , memos; and bull( Linz. .



-.Competency, Lists,, Part. 4: For
AdMinistratiVe'i Positions Such, As
'Superintendent - DireCtorsi Assistant'

_--Superintendent Directorsi Directors of
Vocational Schools', and Directors 'cf
Occdpational Education

. Seven Lists ifrom National Studies

Baltimore page 238
Canfield page 242'
Holt and Wiegers... page, 244-

Norton page 247
University of Pittsburgh page 252
Southern-Illinois Universitf, page 258
Temple Uhiversity.. ....... page-,271
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Baltimore, J., A Study Of Professional Education Competencies of Public School
District Vocational Education Leaders. Doctoral thesis, Oregon State University,

une 1973.

ADMINISTRATORS:OF VOCATIONAL EDUCATION COMFETENCIES

_Tactor I Program Management

_iSubfartm Competency' .

Program
Development

si Define the mission of the school.

2. Develop A rationale for a particular curriculum
plan.built upon the tdbhnological, sodiological;
Thilosophical, an4 psychological bases.-

Plan and implement,adult.occupational education
pfOgrams.

Specify the data needed for .the inputs to the
instructional systems : Some- examples are :

Characteristics of entering ,students.
Characteristics of -teachers .

Interpret in' writing the data provided in a survey.

Critically read, interpret, evaluate, and analyze
the following to determine the need for a given,
occupatiOnal pl.-6gram:

a. An occupational survey of.the-dist
Plans to attract industry.

b. ManpOwer reports (state and national
ylans to terminate industries.
Employment agency information.
Occupational Outlook Handbook and
Dictionar of Occu.ational Titles.

d. Advisory Committee recommendations.

Identify the state agencies that effect the school..

8. Prepare articles for specialized and/or mass media.

9: Set up an in7service plan on the function, pur-
, poses, and activities of an advisory cbilimittee
for presentation to the vocational education Staff.

-Develop an advisory committee handbook which
explains the role and function bf the committee.
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11. Establish a term of membership_ and a system of
replacing and_rotating members of-advisory com-
mittees-.

Establish,and maintain effective working.relation-
ships with trade, labor, management, agricultur-
al, and manpoWer organizatiens..

Identify Publie relations problems.

.Develop anddirect a program tojmprovepublic
relations-between:the school and the community..

Interpret
Legislatien

Interpret financial and specialneeds of voca-
tional education to-the public and to the com-
munity served.

Contribute.to studies commissions and-invest-
igations-sponsored by professional organizations
and governmental agencies.

17. Interpret,thp jegaLrespOnsibilities Ofvoca-..
.tional:,teacherS.

Identify and'interpret state Jaws that relate-to'
-the,school.

18.

19. Utilize,-federal, state, and local legislation,
regulations, and policies that affect vocational
education.

Student
-.IPlacement

20. Coordinate and supervise cooperative work experi-
ence programs.

21.

23.

Specify minimum standards and criteria for_the.
selection and aciproval of training stations for
ceoperative programs.

Specify the data needed for the inputs to the
instructional systems: Some examples. are:

Characteristics'Of students-for
placement.

Desigir a vocational- administrative organization
to facilitate'attainment of goals.

.

Monitor operating characteristics of the vocation-
al administrative unit and make necessary re-
visions.

249
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Table 4. Factor II -'Program Plannin Deve ment and Evaluation

Subfactor Competency

Program 25. Communicate Plans and goals. to the instructional

Development staff..

26. Direct pilot and demonstration projects a
plary programs.

,27._ Develop task analyses:for curricul_

Program
EValuation

Data Collection
& Dissemination

28. Write behavioral objeCtives.

29. Write-behavioral objectives that include the -

educational domains of affective, cognitive, and
psychomotor.

Specify the data needed for-the inputs to the
instructional_systems. Some exapples are:

Characteristics of entering students.

31'. Determine the competencies expected of the class-
, room teacher in a vocational-technical curriculum.

3 'Determine the Measures to be used ih evaluating
the instructional processes. Some examples are:

Sr .8tudent-teacher,interactions.
EffectivenesS of instructional
strategies;

.

33. Determine the aPpropriateness
of assessing a teacher.

of a particular way.

Determine the appropriaten'essrof a particular-way
of assessing a-learning.problem.

Des4gn a feedback and follow-up.sYstem to provide
evaluation date th the inttructional staff.

36. Schedule and supervise data collection.

3. Jitilize evaluation data ip decisions re ated to
curriculum development and revision-and the im-
provement of instruction.

Determine the statistical des,ign to be _used in

analyzing data

Develop a plan for a survey which will determine
the need for and the interest in,a given voca-
tional program.
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40. Describe a plan
, a district.

DP sampling a cross-s'ection of

41. Develop:a survey:instrument, .including lettets
.of transmittal and follow-up.

42. Interpret in writing the'data provided in a
surveY.

4

4 -Distribute survey resUlts to the students/teach-
.

ers/administrators/lay public.
- ,

Cooduct a fifet-ing,. invo ve members in the
cussion, and summarize discussion.

Table S. Facto II - State Criteria Interpretation

Subfactor Competency-

Interpret the state specifications for vocational
education facilities.

46. Interpret state certifica
instructors.

47. Prepare a project propOsal for funding basekon
State.:Board of-Vocational-Technical and Adult
education Criteria.

Table 6. Factor IV - Staf ana effient

Competency

4.

48. Supervise instructional staff

49. Evaluate staff load and balande

50. Schedule courses

otivate 'staff to achieve their goals and to grow in competence

Table Factor V - Staff Relations

.Competency
-

Vn.deTstand communications verbal.ana nonverbal_

-DeMpnetrat- an-effeCtiire. -rking..reIationShipwith the total adminis

251
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Canfield, Albert A., C01113ETENCIRS FR ALLIED HEALTH INSTRUMORS, VTO 19639, ED

074258, University of Florida, Gainesville, Florida,Dec., 1972.

AREA: ADMINISTRATION AND'SUPERVISION

-Identify the character, purposes, and importance of formal and informal
organizational' structure's, including an identification of the roles,.obliga-

tions, and accountahilities'of the-personnèl'involved.

Apply principles of management'eto the organizational unit toward which the
education, is directed.

-.-CtOdUca performance-tvaluation-or-review-emphasizing*the-contribution-Of-..
'the relationship to the employee's growth and development and to-the achieve-

-ment of objectives.

,Understand the major categoriesjnto whiCh financial accOunting
'and the institutional rationalesjor such a structure.

Identify Major'sources of funds for the s'UPpOrt of developmental and research

programs and effective methods- or their procurement.
_

-Recognize.the student's own,pets nal limitations'and Strengths in dealing

with others in'typical job related situations, and to develop-plans. for the

strengthening of his ab-lity t6 function'effectively in,the educational,
environment,.

AREA: -RESEARCH :-

Utilize basic statistical:techniques in health rela ed and educational reseatch,:'

Interpret statistics as used in graphs charts-and concise and analyt cal

summaries.'

Select and utilize apprOpriate research designs.

_
10. Identify major Sourdes of research in the subject-matter field and'debonstra e

_the ability to accurately evaluate the research reported.

11.' Utilize available resources
consultation services.--

for statis ical computational,,and other research

12. Describe how the computer and related data processing serv :es can be iltilized

In the research process.

,

Maintain an active and dont nuing interest in ptofessional reading, attend-

.ance at meetingsand publications.

AREA: COMMUNITY HEALTH CONCEPTS

Under tand,the concepts of the health team and comprehensive health care as

they relate to the needs for and trends in the delivery of-health care.
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Utilize validated techniques to determine community power to structure, o-
iraphiCal factors, and health levels as they relate.to community health
planning and delivery.

the methods and trends in the financing of health care.

the federal, state, and local-governmental'agencies concerned wi h health
and the legislation controlling their activities.

.

Describe the rdles and functions of specific health-professional with
they-will most likelyilave contact.

1g- Knoidedge_at_the_post7_graduate LeveLin_re
physical,- and related sciences.

Knowledge at a graduate level in at least one special content
lected health field.

_

21. Maintenance of 'emotional control with evidence of emotional stabilitrin the
clinical setting -= with colleagues, students, patients, family members, and-
others.

,22 Knowledge of-specialty principles and practices and the ability to communiCate
them effectively, in oral and written form, with a varietyof individuals and
groups.

Recording and interpretation of health.histories, personal"bartgrounds-, and
laboratory measurements for use in patient care.

. .

DevelopMent of forms:and procedures for the accumulationend
educational or clinital data-related'to the specialty-area-.

,

eporting-,of

Utilization of appropriate required records as related to law and theregula-
tions of the-institution within which-employed.

25,3



Department of Vocational-Technical Education. The University ofTennessee,
Tennessee, Research Series Number 1.

OR OF VOCATIONAL EDUCATION Ai iHE PUBLIC SCHOOL DISTRICT
LEVEL IN THE STATE OF TENNESSEE, RaymondA. Holt & George W. Wiegers, Jr. August,

1973-

RANKORDER OF THE FUNCTIONS OF THE OVERALL
ACTUAL AND IDEAL ROLES AS PERCEIVED BY THE REFERENCE:GROUPS

-

Work cooperatively with local, state and federal'agencies\in developing local

-\vocatiograms

PrOvide:assistance to school administrators in initiating and
_!tionaLprograms- ,

Keep the.public informed of the vocational p 0

4. Promote and'clemOnstrategob&public relations

Explain goals and scope of vocatio a
others

operating voca-

education: to school adminis

6. 1Plan and "-prepare the annual Vocational budget

7, :Translate community and manpower needs to.meaningfUl voc4iOnal programs
.

_

"8. Workcooperativelywithperson g and groups,in developing a total edudational,

program

Provide for continucius Valuation of vocational programs

_10. Plan and organize orientation for new vocational-teachers

-11. ASsist in design and equipping of new facilities'and/or programg

_. Keep up to date on new occupational materials and methodg

3..-Prepare or aisist in preparation of annual and long-rarige goals programs

14. Plan and/or,conduct n-service fOr vocational faculty

15. Assist in selection of vocational:faculty members

-16. 1 Coordinate-programs in school Zistrict

Atten& local professional meetings

18.5 Belong to professional educational asso6 ation
_

1S.5 Attend state professional meetings



20. Prepa

'!1 24 -

eports-for program reimbursement

21. tablish and utilize an advisory councir for the total vocational program

22'..-.Request servi es. of state Staff and consultants where and-when-needed

-Approve budget-requisitions-for supplies _and-equipmen

24. Maintain contact-with employment agencies

PiorOte Coordinated program between vocational program and other subject Matter
.areas

8Stabliskand mRintain relationships with all types of labor, trade, agriculture,
management, and manpower ageiTais a thi-COMmunity.-

27. C ocational program evaluations

-28. Attend -conferences. and 'workshops

, .

29 .Keep up to date by extensive-reading

0. Prepare reports Of activities for public information

31 .- Formulate policies concerning the total vocational program and -staff
_

Work closely with feacher education institutions in deveroping effective
grams at the pre-service and in-service levels

. Make recommendations in all aspects of the development and construction of
facilities

4. Hold individual-and group conferences, to discuis instruCtional problems

Keep adequate records of students, teachers equipment -and facilities.
.plete reports

Promote staff membership in professional organizations

7. Assist in-detérmin, departmental aim

Prepare proposals for grants (federal and s ate) °

'39 Help establish and maintain safety programs

Attend county.court or city Council Meetings-in matters .rela ing_to -vocational-
education

41 Prepare cost estimates on equipment and facilities

42., Establish inventory procedures

43, Aid in organizing and -uti-lizing occupational advisory committees

255-



44. Keep teachers informed of effective teaching methods

45.5 Serve as e*officio memberof 411 occupational.adviSorydo-
-

ain federal and;state leg slation to local educators-
,

47= Serve on professional committ

Address'community groups

49 Observe vocational staff in classroom-
.

SO. Explain world of work to educators and laymen

developininstructionq_l_ guides_

-Conductworkshops to develop instructional materials

.Attend civic and other gru meetings

Hold membership in.civic organization

Attend nationallPrefessional meetings

_Explain 'federal and state legislation to laypen,

Compile and distribute Usti of instructional- materials

visual,.etc.)
.

Assist in adOption of textbooks-or're

Serve-on community,committees

Inform teachers of:uurrent literature

Attend school board meetings

Direct reseatch projects-for improving programs

63. . Review and report relevant research to faculty

64. Address Idcal, state and national organizations

65. Encourage teachers to write professional articles
.
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The Center For Vocational Education, Ohio State University,. ColUMbus, Ohio..

Administrator Task.Inventoi'-. Robert'E., Norton, Project Direcipr.
(Instrument forwork in progress 1976).

Category A: PrOgram Planning,l)evelopment end Evaluation

1. Survey student and parent interests.
2. Collect and analyze manpower needs assessment-data.
3. -Direct pccupati,onal task analysis for use in curriculum development.
4. Direct the identification of entry-ievel requirements for jobs.
S. Involve community repreientatives in program plannink and devejopment.
6. Obtain state and federal services and resources for program development.
7. %Cooperate with district, ecunty, regional; and state agencies in developing

and operating vocational programs. -

-a-l&----Prepare-annual_program_pians.
9. Prepare and update long-range_program plans._

10. ',Develop' overall vocational program goals.
11. Coordinate district curriculum development efforts
-i2. Approve courses of study. %
-13. Establish school- admission and graduation requirements.
14. , Recommend program Policies to the administration and board
15. IMplement lodal board and .administrative policies.
16. Interpret and apply state and/or federal vocational education legislation.
17. Interpret and apply other relevant state and federal legisiatiOn (such as CETA)
18. Develop plans for evaluating knstructional'program.
19. Direct self-evaluation of.the district vocational programs.
20. Involve external evaluation personnel in assessing program effectiveness.
21. Design and select instruments for evaluating the instructional program.
22. Evaluate the effectiveness of the instructional program.

Initiate student-and employer follow-up studies.-4

24= Analyze student arid employer follow-up studies.
25. Recommend curriculum revisions based on evaluation data.
26. Assess student testing and grading procedures.= 1

27. Analyze the school,and community's feelings toward educational cbange.
28. Write proposals for the funding of new Programs-and the improvement of existing

programs.
29. Coordinate local demonstration, pilot, and exemplary programs.

-Design-and oversee local research studies.
31. Interpret and use research results for ,program development and improvement.

-_-32. Develop suppleMental/remedial instructional programs to meet student needs.
-

Category B: Instructional Management

33; Establisb instructional program entry and completion requirements.
34. Establ-Thlf-s-tudent-rules and policies Isuch as attendance and discipline
35; Enforce student rules and pdriDdi-las---__
-36. Design and oversee student progress repprtg7preedures=
37. Approve 'student promotions/reassignments.
38. Prepare,a master 'schedule of course offerings.
39. Guide staff in selecting and using effective instruCtional strdtegiei (such

as individualized instruction).
0

Establish and implement a curriculum design that. willachieve the school's
instructional goals.
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Guide staff in integrating and articulating the vocational program with the
total educational program.
Promote the integration of vocational student organizational acitivites into

. the instructional program.
43: Provide for cooverative education programs.
44. Provide for. supplemental/remedial instructional programs.
45. Provide for special'needs programs. .

46. Provide for Adult/continuing education programs.
47. , Arrange for students to attend programs offered by other educational. agencies.
48: Guide the 'articulation of secondary and postsecondary vocational program

objectives. .

- 49. Approve !election of instructional equipment.
50. Approve selection of instructional, materials.
51: Maintain a learning;resources center for students.

-Category C: Student Services,

Ove-rsde student recruitment activities.
Oversee school admission services.
Arrange for student loan and'grant programs.
Arrange for work study programs.

6. Oversee student guidance and testing services.
.57. Oversee student job placement and follow-up services.
58. Oversee extracurricular organizations and activities.
59. Provide for a stuaent record keeping system.
&O. _interpret and apply studeht rights, laws, and regulations.
61. Interpret and apply Veteran's Administration laws and regulations.

Category D: Personnel Management

. 62.. Prepare and recommend personnel policies.
63. Prepare and maintain 'a personnel handbook.
64. Assess program staffing requirements.

. 66. 'Prepare job descriptions.
66. *Establish staff and selection and recruitment procedures.

67. Recruit and interview potential staff.
68. Recommend potential staff to the administration and board.
69. Participate in negotiating sta-ff werking agreements.
70. Establish staff grievance procedures:
71. _Resolve staff grievances and complaints.
72. Interpret the staff benefits program.
S. Count-el:and-advise staff-on professional-matters

74. Schedule staff work loads.
.75. Schedule staff leaves, yacations, and sabbaticals. -
76. Oversee the work of teachers and other school personnel.
77. Provide for a staff record-keeping system.
78. Plan and conduct staff meetings.
79. Prepare bulletins and other communi tions designed to keep staff informed.

80. Observe and evalhate staff performance%
81. Recommend staff promotions And dismissals.
8.2. Provide guidance to the staff onlegal matters affecting the school program'.
83. Interpret and apply licensing and-certification regulations.
84. ,Interpret and apply labor'laws and dtegulations.
85 :. Interpret and apply affirMative action laws and regulations.



ategory. Staff Development

Assess staff development needs.
Assist in the preparation of individual staff p5ofi.les

8. Counsel with Staff, regarding personnel development needs and activities.
,89. Establsih and maintain a staff learning resources center.
90. Conduct workshops and other in-service programs for professional personnel.
91. Arrange for workshops and other in-service programs for professional personnel.
92.. Provide for in-service programs for supportive personnel.
95. Provide for preservice programs for professional personnel.
94. Arrange,for staff exchanges with business and'industry.
95. Assist supervising-teachers in planning fbr and working with student teachers.
96. araluate staff development programs.
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Category F: Professional Relations and Self-Development

7-- --Maintairr-ethical--standards---expectect-ofa--professionak-educator
98. Develop and maintain professional relationships with other administrators.
99. Develop and maintain professional redationships with--state department of educa-

tion personnel.
100 Develop'and maipt in relationships with personnel in professional organizations.
01 yarticipate in pro essional organizations.
2 Participate in prs essional meetings for self-improvement.

Promote f)rofessio al image through personal appearance and conduct.
Assist with the development of state and/or federal plans for vocational education.

0 Participate the development of vocitional education legislation.
106 epare,'poF y and commendation statements.
107. Rep sen eacher interests and concerns to other administrators and the board.

108. Develop effective interpersonal skills. ,

109. Write articles and materials for journals and other professional media:
.110., Read and use inforiation from professional journals, reports, and related

inaterial"orseif-iniprovement.
111. Apply-management by objectives (MBO) techniques to personal work assignments.
112. Develop cooperative problem-solving and decision-making skills.
113. A\ssess personal performance as an-administrator.

Category -School/Employer/Community Relations

114. Develop a plan for promoting good public relations.
115. yrepare and recommend public relations and communications policies.
116. Coordinate use of occupational (craft) advisory, committees.
117. -Organize and work with a general vocational advisory council.
118. Develop.\working,relationships with employers and agencies.
119. Prepare hnd recommend-cooperative agreements with other agencies.

120: Involve community.leaders (political and non4olitical) in School programs nd

activities.
121. Pirticipate.in school organizations
122. Participate in community-organizations.
123. Promote good relationships between vocational and general education staff.

124. Encourage staff,participation in community civic, service and social organ-
.

izations.-
125 Promote-cooperative.efforts of parent..,and teacher groups.

126. Conauct conferences with indiv.iduals relative to the vocational programs.

127. Meet and confer with visitqrs.



128 Conduct informational prograinsfor the p4blic Isuch as open house and career

awareness programs)
129. Make public presPntations on school programs and activities.

130. Conduct public hearings and meetingsson school issues.
131. Conduct alumni relations prOgram.
132. Conduct orientation programs.for students and staff..
133. Conduct recognition programs for-students, staff, and community suppo ers.

134. Plan for exhibits and disp1ay4.
135. Develop materials to promote the vocational programs.
136. -Write news releases for school and area media.
137. Obtain and analyze informal-feedback about the school.
138. Evaluate the public relations program.
139. Interpret and apply public "right-to-know" laws and regulations.

Category H: Facilities hnd Equipment ganagement
.

----rco. Assess the need for-physical-factlities,-
141. Conduct land and facility fa-sibility studies.

142. Retommend building sites. (

143. Recommend the selection of an architect.
144. -Oversee architectural'planning.
145. 'Apply building code'regulations to school facilities.

146, Submit facility and-equipment specifications.'
147. Analyze building and equipment contract bids.-
148. Oversee the constrgction offacilities.
149. Recommend acceptance of'new building. ,

150. Provide and maintain residential facilities for tudents.

151. Procure equipment and furnishings.
152. Plan space requirements for programs.
,1_53:. Assign space according to priority needs.

154. Develop and implement an pquipment and supply inventory system.

155. Establish preventative maintenance program for eqUipment and faeilitres.

156. Establish 'vehicle maintenance :program.

157. Oversee theidaily maintbnance and upkeep of facilities.

158. Oversee the daily.maintenance and uPkeep of grounds.

159. Interpret End apply transportatitin laws and regglations.

160. Arrangefor student transportation services.
161. Oversee school cafeteria services.

162. Arrange for vending services.
163. Interpret and apply health and safety laws and regulations-.

164. Develop and'implement safety programs.
165. Establish emergency plans (such as fire and disaster

166. Establish and oversee a security program.
167., Schedule and oversee community's use of facilities.

168. Develop long-range facility and equipment plans.

160. Prepare andsubmit renovation and alteration plans.

Category I: Business and Financial Management

.170.

171.
172.-

:173.
174:

Prepare and recommend financial policies.
Establish purchaSing and payment procedures.
Establish receiving and shipping procedures.
Prepare and qeguiate operational budgets.
Prepare and egulate.program budgets.-



i_and:regulate capital--improvement budgets.
-areAJing-ranie budgets-based on=total-program=requirem n

. ,

opt-a=appropriateifinanciaL-accounting system.,-
alyie'the coSt cif operating various instructional programs.

_ -
cieite.,sourcesof funds:for,program develdpment and operation

_ _

;levies'and'bond issues-to_voters.--'-
dve-all major expenditures '

sVerequisitions and_workorders.
ge for,therinvastment Of surplUi funds.

- -oVidefor-the-_collection- Of, student--fees.
'Eatabliih,and_maintain a-petty-cash fund. _

_stablish procedures for_charging for student work.
.Determine'inSUrantetoVerage' needs.' ,

$eleceaudMaintainah-inSUrance program._ ,

-Interpret and'-apply-insurane laws_and,regulations..
1911-.Respond to business,correspOndence.:
491. : Preparocal, state, and federal reports.



-Vol-Education, Dniversity,of.PittsbUrgh:.,,
atOrs,Prepared.forAhOaik Force Subdommittea-.0fthe Penns-

eacher-EdUCAtion-AdVisory-,Coikiitee, NO'veiber,1,1974:''

encies of-Voca

OManagerient
_
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_

Orelop_and communicate a philosoPhY'OlVecatierial-education in- ermS-ofits-=
objectiVeS,_godli;-and, purposes-andthoSe-of-general education; o:provide
'direction to the-iptal4dUcational4mOgrina:'

2:4=Developlea-dership-in deveipPing a-lbroarkviewpoiptiwhich:does -ot-restric
_
:thinking to,onlyone,or'tWo conventionar na -olvareasof voda

_

_ .

-
, -

Utilize and,promote in other's an_ adequate Working knowledge, _f the histe: _---

and'develoPment !of voCatienal edudation througha'knoliledge6f-eiCh'-SerViice:.
_

, area within, vocational. education. _ ,
I

,, , , ,

-Identify=with,and,support,the forces and'organizations that endto raise the
LI

,
standards and practices 'of vocational edfication

. Organization l muiiriistratian
,

-

Develop, maintain, and utilize a,system by which local policies kre considered,

adopted, impremented, interpreted, evaluated, and revised when essentialvto

the operation andeimprovemen.Cof school functions.
0 ,

6. Anterpret,.communicate and_administer federal; state, a d local policies that -

governand regulate the operation'of a vocational pregr

7. Develop and submit for approval short-range (one year) and long-range-(five

, yedrs ) adMinistratiVe plans.

/ _

[Identify, communicate and representivocational educat on interests with fed,

eral.and state resources and organizations that are a thorized to provide

/training programs for disadvantaged, handicapped, arid other persons not-in-

cluded in the_regular vocational program. --=

Keep informed of and cOrmmunicate special federal-and a-e fandihg opportunil

ties.
Direct -de-Velopment, provide input into, submit Proposals

and state funding.

Approve-the school's instructional-and-safety-pro
ments and safety.standards (Occupational Safety a
pertaining to vocational education.

Develop or approve and coordinate a communications system with staff, chie
,

school administrators, committees; governing boards, educators in other

schools, and students regirding educational goalsl,and purposes, curriculum,

activities; and all other subjects of importance concerning, the educational

program.

am -based -on -legal=require

Health Education Act
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Develop and/or approve and utilize effeative techniques of public_relations
Ce:g. brgchures, news releases, meetings, conferences) and communications with

-participating schools, parents; governing boards., arid the public at large to
improve the understanding and support of vocational education.

DeVelop -ind-lidminlster- an organizationaLstructure chart and/or description
showing the relationship of positions, individuals,-and programs to the organ-
J...zationas a Whole.

15. Request ankutilize-assistance and cooperatlonof7stati.staffl and fellowradMin-r
istraters in promotingildeveloping--;7111-dintaining,'and- 'evaluating theyocational
program.

Approve alrecords management system:Which will provide.safe ahd efficient stor-
age for the scho011s documents and records-(e.g. student and,personnel records,
public _information items, etc.)._

17. Direct preparation of, review, an&sUbmit required reports_and reperts deemed _
_ . , ,

appropriate regarding enrollments, program planning, advisory committees'
, -_ -

activities:
, ,

-Approve a-system fOr routing,printed materials, mail, information and'supplies
_to those en the staff who-need or may 'find the materials received of interest
and value.

19. Develop and/or approve a syttem to maintain up-to-date teachers
handbooks And written operation procedures.

20 _Utilize-legal counsel for faculty and staff en the. legal amplications of the
teacher/administrator,. teacher/supervisor, teacher/teacher, teacher/parent, _

'end.teacher/pupil roles.

and -students'

21. Approve an in-school student lunch program.

22. ApproVe an up-to-date rationale which relates specific vocational education
-instructional activities to the total vocatienal education program.

. Administer and promote a short-range and long-range educational program plan
for students which will provide vocational instruction in accordance with
established goals, policies, regulations, and standards.

Approve programs self-contained and mainstreamed) geared to the diSadvAntaged
and special needs-students.

2 . Review and submit 'specific recommendations for major coursand/or.program
changes to appropriate committees Or govern-ng board.

26. Identify-:specifid-legal-
:Occupations.-

plications affecting vocational studen s in hazardous

Categor : III. Instructienal -Program

27. Approve 'courses of-,study, an instructional resource center and instructional
softwareand,hdraware to implement the total instructional program.



-.28.. Approve and provide4nput:into th.i-Worrof outside cu
assistance ia_developing cutticulum.-

_

29. Approve and-direct-apprOptiate service area (craft) advisory committees to
_ 7 ,

atsiSt-in determining:curriculum-content.

--_-_-

iculum-specialists for

.30. 'Promote use of available studies, surveys and research to determine ongoing

program direction, size, and content.

31. Review and submit for approval a system for evaluation of the quality of in-

struction.

Approve and communicate a
offering.

stic,, flexible and workable schedule of.course_.

-1

Approve the development and utilization of specific performance standards

all Occupational areas. ,!
4

34. Review,and submit for approval a grading system compatible with or convertible

tto the krading systems used-by participating schools.

.

Review an&submit for approval agreements with.-community Sources.for providing-

'additional program opPOrtunities.

Physical

Determine, with selected staff members, the'specific needs for adequate and

appropriate facilities to operate an effective and efficient eduiational

program.

:Review and approve or submit to.-the Board for approval recommendations fOr

essentIal chdnges' and alterations'of the physical facilities to provide.im-

provement or expansion of the inStructional program.
,

Develoy, with seledted, staff members, a plan to acquire the needed'facilities

to .operate.an effective and efficient educational,program.

Review 'and approve recommendations for new and different types of equipment

to keep the instructional program compatible,with the needs of business and

industry. .

Review external VoCational education facilities to acCommodate ekpanded

ments and technologital advancements related:to the vocational progtam.

ProtUte when available; surplus-equip ent, tools -aod.supplies4from-State-an_

federal dispersal centers,:

42. Recommend to thd Board a program to' provide regular inspections throughout-the

schooli including instructional areas; to.locate hazardous conditions and take

those steps needed,to correct unsafe conditionS.

'413,
Develop and'submit a security system,to-protect theschool building and equip--

meni from damagd and theft.
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44.,-Revi6W and approvea system or-ree wing -storiug, and distributinrall sup
plies andmaterials.

Develop and submit for approval the policy to regulate-the use 0
building and facilities_by outside_groups_and_individuals.F

i. -
46. Review and submit for approval work loads fOr -buildings and\grounds

he school

.and custodial staM
maintenanCe

t

Supervise the development of the fiscal operating budget in line
program planning and established priorities.

ith approved -

-48. Approve and administer an acceptable accounting system, providing for checks
andbalances and audits, for the control of all appropriated school monies
in-line with the approved stte accounting manual.

49. -Direct the develdpment of a fiscal management procedure for-acquiring opera-
utional funds through taxation, advance payments, vouchers,-and reimbursements.

.

Direct the development of a program of investments and interest-bearing ac-
counts for inactive funds.

I -Supervise the preparation of and submit periodic reports to:the governing
board-and appropriate operating committees relative to the financial status
of the school.

Category:. V. Financial Plaifning and Mana ement

52. Review and approve a perpetual invene-ry system to.accurately account for -

equipment, tools, supplies,and materials.

-53: Review'and recommend the admin strative details of the appropriate insurance
programs carried by the school and the insurance program which will be offered
to students as school insurance.

54- Develop and administer, a system for-approving
the staff.

rrave expenses for members ofi

SS. Review and-recommend tO the governing body a-schedule of charges to be made
-

. for School-produbed -items and.for-services-rendered.

Develop, administer, and communicate a procedure for establishing priorities
for-Oe ust-cif funds and other available resoUrces.

9

_ 5L Determine,the=appropriate-criteria-for-writing-specifications-forTthe -purchase
of equipment, toolS, and siipplies.in accordance with the school code. '

-_:Keavinformed ofand.comply with the regulations,regarding the use of bids in
-the purchase of eqUipment, supplies, and'services.-

,3

59.i Review ane supmitfor approval.specifications -for the purchase. Of equipment,
toolsiand-supplies.

Review.and submit for approval
purchasing.agent for purchase.

appropriate-
-

ecommendations to the ail horized
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61 Difect preparation of, long7range progections of needs for facilities, equip-'

ment; and supplies and financing Of existing and emerging vocational education.

programs.

ect_the_preparation of materials for-and.promotion of passage.of bend is-

sues affecting the vocational education, programs. .

Determine and recommend.the number of professional.and nonprofessional suPport

persons which are required for the efficient and economical operations .of the

school.

Direct the development of and approve position descriptions.specifying the

duties and responsibilities for_persons_filling-:eachofthedifablished posi-.

tions.

Develop and utilize a system for recommending the selecting staff memberi7by

(a) developing seledtion criteria, (b) using effective i erview skills, and

(c) effectively communicating recommendations.
,5

66. Develop a checking system that all faculty, and sta

tification.

67. Direct and participate in an induction and'o

imrsonnel.

Maintain a record'of special assignments delegated to

so as to'eliminate overloading ,of some persons.

0.-.45 Participate as a recognized leader and adVisor in the field of occupational

education withilithe school and the comOunity.

ersonnel-hold-valid ce

70. Develop, maintain, and promote gOod human relationshipd!in.all dealings

the staff and student body and holding inviolate perSonal Liminess and pont-

_ ical.informatiom

71 Develop, maintain, and promote an active ana professional relatiOnship

state; coUnty, and. local edUcators.

Participate:as'the liaison representative between -0e,vecational school or

dePartMent andall,partiCipatinCsehools.

75. Coordinate,the deVelopment'of and implement an-e4uitable and sound salary

structure for professionaland,nonprofePsional, personnel.

74. Subiit to governiheboard and implement approved,sound, fair, and' reasonable

personnel policies including those referred to as "fringe benefits."

75. Develop a plan to involve individuals in making decisions' which affect them.

.
.

76% Assist in developing, imPlementing,' and evaluating the procedure by which

members of the staff can haVe a fair and impartial discussion of their prob-

lems, complaints, and grievances..
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Administer, and_ maintain a confidential personnel record syste
bers of the staff. -

78 Approve a roster . of substitute teachers

79. Provide leadership to developsoiidarity -of purpose- within- the-- staff
_

Plan.and direct staff meetings that have purpose and offer a challenge to
bers of the staff.

Assist, in developing; establishing, and. participating in afi. in-service-educa-7.
ticn.plan related to the recognized-needs-of---th=eaching and administrative
staffs-including-Provisions-for- upward-mobIlity-;-

Participate as host andJor provide escorts for individuals. or groups -that
the -school. ,

,

Develop and promote communication -and professional relationshiPs with local
private ahd proprietary schools.

. .

'Cate VII Student PerSonne

84. Determine aAd submit for approval the basis for determining the number of s u-
dents 'that can he accommodated- in the total program.

Approve. policies And procedures, in cooperation with the-participating schools,
for, the sel ect ion ; orientation and registration of students in response to
commUnity changes for entrance into the vocational program.

6. Approve with participating schools propedures .for determining and coordinating
compuls0ry attendance and keeping of attendance -records.

Approve a'.cOmprehensive guidance -within the school and in cooperation wi h
t participating schoqls including placement and follow-up of all students, grad-.
uates and early school learners.

Approve ,the medical service' program that is maintained for the wel

Approve a program, Of student government.
_ -

,

It

Approve a system f0r handling discipline cases' that have- een referred by me
---=

bet's of the, staff tO, the administraion.-

ihformed of and comply viith the Pennsylvania State Students' Bill of

267
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,

°tithe= Illinois University at Carbondale, The Implementation'Of-a.ModeVCompetendy

'ased Graduate Pro irCOceu ational EducationAdiinistration, Department of,Occu-'

pational Education, Contractnumbers PCE-05417; August, 1975. -

_Occu ational Education Administration

Competency List
a-

PROGRAM PLANNINTVIMPLEMENTATION: PERFORMANCE AREA 1

Ae responsible-and accountable for promoting, developing, sustaining, and evaluating

__vodationai programs for-a-comprehensive high school system; an area secondary voca--
_ _ _

tionalcenter, r a 'community-college.,

Occupational Program Planning

1.1. Given the task of planning a total vocational'prOgram,
tional leader will he able to:

1. prepare a short-range and a long-range program plan for vo ational educa-

tion in the school.

educa-

determine the occupations for which training is to bi o fered in the voca-

tional program.

analyze long-rangelcoureb needs for th'e vocational'progr

identify the coMpetencies needed for entry intoan occupation.
-

secure assistance from staff members in the preparation of the local plan.

.submit a propoSed progral plan,,to the local administration based upon the

-resultEof,a-vocational education survey,'

analyze job market, student interests-,,initial cost; and ongOing cost re-

lated to existing Or proposed specialiazed vocational programs:

write general objectives for a vocational education program.

.determine manpower implications for-voaational edueation.

10 verbalize the economic implications feu- vocational education.

11 secure the services

12. identify employment

13. identify changes in
dng vocational progr

of Federal and State agencies for programs development.
,

trends at the local, state, regional and national level.

._
technology and equipment in industry relating to exist-, (

.
design relevant programs.and course
changing occupations.

that-are ective of constantly

15. provide-leadership in the identification of the vocational education pur-

poses and how- they_ relate to the objectives of the institution..
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16. develop programs geared. to the Alsadvantaged and speciai needs students.

. 17. develop and present a program to prospective studenta and the cOmmunity
which expleins.the vocational program available to them.

18. apply-the knowledge.ef state and...federal legislation'and-ita impact upon_
program planning.'

External Resource and Plannin

Given the need for using external resources in program planning, the Occupational'
education-leader'-mill -be-able -to: - =

enlist the aid ofsstate employment office personnel, key figures in busines
'and industry, state staff, and teacher-training institutions for program
planning purposes.-

20 consult-the local office of the U.S. Employment Service to obtain infor-
mation on manpower trends and needs.

21. -identify the role and function of advisory commi tees and ori6nt the com-
mittee to that role and function.

22 obtain school board authorization 'for organizing an advisory commit ee.

23 establish the Criteria for and select advisory committee members.

24 establish a working relationship with advisory committee members.

25. enlist the aid'of the advisory committee for long-range program planning
purposes.-,

-26 use the expertise of the advisory
occupational field.-

committee in making an analysis of an

27. enlist the assistance Of management and labor
a variety of 'occupational opportunities.

representa iVes to iden

Analyzing Operational Programs

Given an-operational occupational educiation program, the occupationa
.

education -

develop-a procedure for keePing all:staff _emhers-inforMeda.bout all,voca-,
tional'programs and courses.

29. -provide leadershAp for redesigning programs and cours s as-a result o_ an
administratiVe edict.

schedule staff and facilities for maximum pTogram uti ization.



seek agieements with community source's
opportunities.

evaluate alternative instructional avenues in terms

ild flexibility into the vocational schedul
their level of training if justified.

identify Specific legal limitations affecting vocational:
hazarcious octupatiOns.

analyze current and projected-instructional nepds,

ImprovinR Instruction And Curriculum

Given the need to improve instruction andmodify pregram compOnents, the occu-;

'pational education leader will be able to:

36. _assess program direction iW light of criteria prov ded through -organiza-

tional patterns at the.state'and federal level

inVolve :employers and labor xepresentatives -hen evaluating

coursel,and:programa.-

involvistudents;Staff members _administrato
the.eValuation of the vocational program;

develop and implement a procedure for evaluating the total vocational

program.

STAFF RECRUITMENT: PERFORMANCE AREA 2

Andlyte from-a base--of knowledge, SourceS' of applicants and,the,reA ements%of each
. .

.

position, in terms of job specification, professional preparation afid interpersonal

.relatiOns needeCfor a position.

ingTob DescriRtions

2.1 Given'a packet of job descrii3tions, and other relevant data, the occupational

edUcation leader will be able to:

40 determine sources from which applications-may be received. iie.,.collegps

, and universities.
.1

determine- 4ternate sources Of-employees such as neighboring schools and

industry.-
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Analyzing Applicant Credentials

Given a set of credentials and data relgvant to-the position to be filled the
occupational education leader will.be able to:

2 determine which person can meet present instructional ieeds

43. predict-candidate abllity-tomeet-future-instructional_needs. _

44 determine the stability'of the candidate and the likelihood of providing
stability to the staff.

-Interviewin Candidates '

Given-train ng'in the intervfew p ocess th occupati nal education leader
be Able.to.

45. determine an applicant's pey(7epti n of.his rore as an instructor.

46, 'depict the instructional respo s bility of an open position.

47. pess an applicant's attit de toward himself during the interviewing.

48. ,evaluate the feeling 0 e applicant about the importance of the Positidn,

he seeks.

Choosin a bers

! 4 After evaluating credentials and interviewing the appliCant' the occupational
leader willjie able to:

49 choose the job applicant whose temperament academic prepera ion and pro--

fessional attitude best suit_the positiu open-

'hire profesiiohal staff pembers.

-

PERSONNEL DEVELOPMENT AND MANAGEME
_PERFORMANCE AREA 3

$timulate the development of, establish, and evaluate,the-criteria 'arid the
processes.by which faculty members may be evaluated, promoted, dissiplined.,
and released through due procest in order to assure the,quality of the faculty,:
and high faculty morale.
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=Given a group of new staff members-the oeCupational education leader-will be

,able to:

262 -

New Staff Orientation

51. help'new staff members acclimate themselves to the

especially the first few days.

ob and the community,

12. assist_new-staff members to pnderstand the policies and regulations of

the institution.

Service

Given staff needs, individual staff characteristics, a description of the

educational environment and its budget;-tht-occupational-educatiori leader-will----

be able to:

53 provide in-service training to serve individual needs of those being -

trained.

develop and implement an in-sermice program for all staff niembers with-

special activities for beginning teachers.
-

55 promote among'staff members the desire for constructive interrelationshiPs
,k

-th students.

encOurage:staffmembersA,to pursue academic and work experience ft, develop_ _

or-up-date,skills.7

574, explain-to staff members in an:objective manner where7they are, Ost, cival-
A ,

\. ified and where tbey are moat lacking.
\ , - I.

, ,

-
8. pran With,staff memberS for their continued professional growth throUgh

1 specifit academic and non-academic.experiences
f.:

i'

nizationaL Climate

3.3. Given individual performances and adcomplishments and.the personality

members, the occupational education leader will be able to:

59: identify factors which provicie staff members

dissatisfaction.

60 state legal requirements for dismissal or failure tO grant tenure to a

staff member.

with job satis action

61 inform a person when he is in danger of being dismissed and give him the

iDpportunity to take steps ta avoid dismissal .

62 . inform a person who is not t
his dismissal. '

be rehired specific concrete reasons foz



ithout strippin

supply. another hiring official an objective account of your reasons
dismissngA former stalf Member if that official dontacts you .

determine staff members' interests before establishing an in-service
training program.

--66 maintain staff.morale_particularly-when there is disagreement,among sta
.members concerning ane or more aspects of the existing program on new-
new programs being proposed.

-foster a climate where teachers look for ways to cooperate with other
disciplines in providing broader experiences for students .

create a climate in which staff members believe that their inquiries are
-welcomed by colleagues and support personnel alike, and do not represedt
shortcomings but a desire to learn.

explain the-position(s) of Administrative bodies to staff members who
resent or disagree with the position(s) taken .

PROGRAM OPE TIM: PERFORMANCEAREA4

'Place: in operation all-program components-, staff, students and all other
resources to provide i functional, program which meets.the heeds of's udents,,

and the community..

Scheduliii taff

-t
Given knoWledge of staff problems. and s
education leader'will be able tp:

70 identify-methods of 5ecuring assstance from your staf

arising in program:operation.

71 provide a safe, healthful environment which is conducive to .staff members
Werk.

heduling difficulties the occupational

72, balance work loads of staff members.

utilize effective scheduling of staf?membe
maximum benefits._.--,

Student Teachers

and fa ilities to affOrd

:Given in ormationan student teaching policies, regulations, and. institutional

273
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objec ives the occupational education leader Will be able to:

ssist supervising teachers
in..interpreting;policies and -egulations of

he institution to atudent teachers.

7S. evaluate,classroom instruction based on stated goals

of the philosophy and goals of the inst tuiion.

within fhe framework

.
_identify performance standards for each task in an occupation to,the sta

members training students for that occupation.

.

tf 3 GivenimMAge ofworking'with advisory committees,--inatitutionallor community'
, _

i
-,--

professionAls, the occupational eduCation leader-Will-be-able-tO:- .

77 recrtit bUsinessmen, professionals and-technicians as resource persons

for vocational classes.

78. establish working relationships dth advisory committee members.

supervise the advisory,committee
survey.

79. in conducting a voCational educati n

RO. indicate resource persons who can provide consultati service to the
,

advisory committee.

-communicatp the date, place, Ana agenda of an aav

to'all persons concerned.

82: collect occupational data from employe s

needs..

sory ommitte.metIng.

dentify vocational ucation

:Dtta Collection-And', Results

:4. GiVen:knowleage of speCial repor $,.aatacollettion and-educational surveys,

the occupational education leader w ll be able to:

83 organize,reportS into a cencise form so that only the data related to the

subject of the report is pritted

84. ,accumulate data of vo ational repo equired by theL-,state departitent of

education.

85. obtain ad nistrative approval for a vocational education survey:',

86. design'a concise-, clear'follow-up instrument which will furnish,ne:

is\brief enough:that partitipants will complete and re

the instr6ent.



Work Place Safety

Given a kno ledge of accident prevention, legal requirements, and student

cial needs, the occupational educationieader will be able to:

87. develop and communicate a safety program based on:iegal requirements and

safety standards which will permit optimum utilization of equipment.

88. adApts, existing instructional_pmgrams_to _students...with...5 aLmeeds_.

Curriculum/Time Evaluation

:Given knowledge of vocational programs, scheduling of
.occupational:.education -leader will be able to:

aculty and students the

89. evaluate content and time allotted for present courses and programi.

PROGRAM MANAGEflT ; PERFORMANCE AREA 5

Apply management techniques .Wall aspects o-
lizing external and'internal reSources. ,

otal vocational progra Uti

Supervisory_ Funetions

Given the knowledge of supervisory, delegative, and cooperative responsibilities-_

.and.;the means of their effective application with staff personnel, the occupa-

tional education'leader will ,be able to:

90 identify those :staff members who' are_capable and Willing to accept and

carry out responsibilities.delegated to 'them.

91. incorporate controversialisSueS when maki

-issue.=_

92. , utilize the skills of staff-members in, solvilig;Problems related-ttCthe

vocational programs, aria give due-credit to the-individuals inVolvea.,

decisiojyon ont particular

establish ah effective chain of command,with-a responsible supervisor at

-each level.

,

H--94. keep staff members clearly-informed-a =to what

-4

-.:Inform staff.mambers of the accepted methods to_n., used in the resolution'

settle.grielianc s quickly after, listening:to all isAues and positions.
. . -

. . -

expected of-them. -
%

of'grievances.



97. secure maximum perforinancefrom staff members.

.98. assist staff members in defining goals, tasks and purposes of new programs

as well as developing new approaches to initruction (team teaching, modu-.

lar scheduling, etc.)

Occupat-iona

Given a school program.and the procedures involved o effectively guide the

student's learning and meeting of his goals, the occupational education leader

will be able to:
1

99, Elppraise the:value of general edudation.to-vocational students,

100. appraise the value of various testing methods as a basis for counseling

students.

101. evaluate programs,on the basis of the pro

toward established goals.

ession Of student behavior

determine the reasons students drop out,-of the vocational program.-
,

103. determine:the need for follow7np-questionnaires:

104 devise a system for continual follow-up information on the placement,

employment and training status.of each graduate of the vocational program.

105. motivate staff members to provide information proSpective students-

for all. vocational offerings.

106, work with guidance personnel to develop
local and national opportunities

-

107.-- suggest to teacher-coordinators-meth ds of improving and on-

job cooperativevecatiOnal!education instruction...

occupational. in ormation describing

.108. interpret the role of guidance, counseling and placement in vocationa

education.

. -

'GiVenl the knoW edge _f management:techniques 'the occupational

itlana en_iel-rnent

will $e able. to:

define t?ackground inforiit ion con

quire decisions.

110. interpret and apply ederal legislaiion related to
,

.

,

.

,

Ce ing. controversial issueslwhich

voc tional education.

1. correlate job market, studentinterest, initial cost and on-going cost

related to existing or prOposed spcial*zed vocational programS within



-267

the.vocatiohal-education-program.-

112. delegate authority to-units-or individuals nearest the point where the-

action takes place.

113. ,perceive evaluation of the program as the.responsibility of'students,
staff members, administrators and outside agencies.

eXpress anddemonstrate a phirdSophy-ConaittentWith,the obyettwetof-7
vocational education.

115. realize when he has-made a mistake and profit-from the experience.

.116., examine controversial positions,make a decision and justify the position
taken.

117. maintain ethical standards expected of a professional educator.
P

118. devise'a plar for survey staff to.follow in conducting a vocational educa-
titarsurvey.,

119. cooperate with fellow adminictra rs-in education planning and decision

making at the local level.

120. select the most appropriate system or procedure for each problem with
whiCh he is faced.'

Cornlin1Leislati"

iven the procedures for establishing public relations and the abilitY to

interpret and comply with legislation at the local, tate and federaljevels,_
the occupational education leader will be able tO:

121. utilize state office'personnel nytime their expertise can assist in any

facet of the vocational program;

122. plan schedule, execute and evalua in-service training systematically.

123. cooperate with state staff members in. promoting, developing, sustaining

and evaluating vocational program.

MANAGEMENT OF'PHYSICAL FACILITIES, SUPPLIES AND
'EQUIPMENT: PERFORMANCE.AREA 6:

Prepare budgetsand acquire and utilize facilities,
their greatest advantage for the institution

_

supplies Apd equipmen to
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Facilit:_And Equipment Budgetirl,

6.L given the current tudget, an inventory of present physical facilities and the

curriculut the occupational education leader will be able to:

124. specify the long range facility, ,equipment and,supply needs for the oca-

tional education program.

125. prepare a long-range budget which pro ects the financial needs of the

total vocational education program.

126. plan'an operating budget proliosal for consumable-supplieS, servkdes and-

'materials nefded-in a vocational Coure '

a

127. prepare a capital outlay budget proposal for the total vocational program.

128. prepare budgets based on anticipated incomes from federal, tate and local

sources.

129. file reimbursement claims with the Division of Vocation 1 and Technical

Education.

130. analyze capital outlay and pro ected funds needed to begin and continue

a new vocational course or progtam.

131. allow for flexibility in a budget for p1-ice changes, enrollment:changes

,amd neW products.

132. :develop and implement a procedure for establishing priorities for'the:use

of funds and Other availablb resources,

verbalize and substantiate budgeting priorities, propertyand account-

-7
ability decisiens you have made to appropriate persons at any time.

Purchasing Equipment

given budgetary information and present_needs of the
occupational education leader will be able to:

134. identify :financial, requirements for purchasing

vocational program, the

0-
needbd equipment.

135. arrange for additional vocaonal facilities to accommodate expanded
-,f

enrollments dnd technological aavancements related to the vocational,

-program.

136. identify various sources'of securing needed-equipment.

137 design'a procedure for'acquiring the supplies mid equipment needed in

each yocational-course.. *4-

identify neW tools and equipment needed for the ifocational progam during

--,the current academic year.
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Utilizing Phyiical Facilities

Given the floor p an of physical facilities the occupational education loader
will be able to:

139 plan vocational laboratory layouts to gain macimuinJenefits from avail-
able space.

140. equip teaching stations to achieve the.stated objectives for each program

- PUBLIC RELATIONS: PERFORMAFCE AREA 7

Analyzethe overall structural aspect ofthe public relations an4 publicity
network in order to: a.) better 'evaluate sources and kinds of information avail--
able, b) better utilize the communication media to convey vital infdrmation
to the various sitiiationally involved groups and individuals throughout the
community, and c) become involved in service groups

AsdertainingTublic inion

-Given a number of general problems associatel with occupational education,tthe
occupational education leader will be able to:

141 identifY the make-up.of the commpnity before planning a prbgram of school-
coMmunity relitions.

142.. obtaig informal feedBack on the vocational program through contacts, with
individuals in the school and community.

143 evaluatp the degree to which .the objectives of ,the community relations
program have4leen met.

144. ascertain,and evaluate'public Opinion about vocationa prograMs.

7,

Publicizin Occil ational Pro rams

.2. Given an outline of the purposes of occupational edudaticin and.a description.
.pf the comMunity,.the'occupational education leader will be able--;0:

- =

14$.. speak to school and qommunity groups about the vocational program..

,146, publicize ihe establishmentof the Advisory:committee, its members an4
its functiont to the school and community.

147. communicate what.is going on in buSinesA and industry to the school staff.
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148. publicize the purposes ana objectives of a vocational education survey.

149. use a variety of communication techniques on a carefully'planned basis

to influence public opinion.

150 conduct public relations activities to reachJextornal publics Cmerchants,
businusmen, community o ganizations, professional organizations, etc.,

condu reachinternalpublics' Cschool
aakinistrators, teachers, guidance staff,'and students).

182. write articres about newsworthy activities being carried on in the voca-
tional program for the news media.

153. conduct an open house to familiarize members of the school and the com-
mphity. with activities of the vocational p ogram.

154. provide brochures to acquaint the school an community with various.as-

pects of the vocational program,

Working With The Community

7.3. 'Given the description of the formal and informal puwer structure of the co u-

hity, the occupational education leader will be able to:

155. identify ways staff members can achieve community, involvement which will

build better public relations for vocational educatipn.

156. work with different racial and ethnic groups within the community.

157. describe to voCational education staff members how.they can improve their

image by productively participating-in- communitylcivid, service or so-

cial organizations,.

assist,with community, business and indhstry,csponsored activities.

159. identify supportive community service groups.
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BEHAVIORAL COMPETENCY STUbY yocatlonI Administrators. Temple University,Philadelphia,'Unpublished Draft, 1975.

NISTRATION pF FUNDS,AND FACILITIES

Develop a' fiscal budget in the form specified by the Department of Educationand submit to the governing board for consideration and approval.-Work,with'selected staff members to develop
aLbudget_that_will=satisfy-thei-respectiVe-ne-dd§.

Control the expenditure of monies in accordance with the amounts providedin the approved budget.
Keep the governing board and the operating committee advised as to the finan-cial status of the school.

-
Recommend, when the need arises. he transfer of funds within'the governingboard.

Request from the Department of Education permisSion to make inAudget trans-fers of funds which have had the prior approval of the goVerning board.Adopt accepted accounting methods and procedures to record all receiptsexpenditures and transfers of fund.
Arrange for audit of all financial accoUnts tia the manner prescribed-by theappropriate schoul laws.
Provide the method by which all th intbrnal funds are to be administered.and audited.

*

10. Establish a policy'and schedule of charges to be made for school-produceditems and for service rendered.
11. Maintain a portfolio of insurance policieS-and legal papers and provides fortheir protection from loss.
12. Set up and admirWer

bank' accounts-when directed to do so by the gomerningboard and operating committee.
13. Take the lead to plan and acquire adequate and appropriate facilities tooperate an effective and efficient educational program.la. Plan the location and arrangement'ef machinery antl equipment to provide ef-ficient and.safe instructional areas. Determine equipment and supply needs.. 15. Prepare specifications for the purchasing of machinery, equipment, tools andsupplies.
16. Review bids received and make appropriate

recommendations to the authorizedpurchasing agent.
7. Establish and supervise the procedures to be followed in receivingkand storingpurchased items.

Control purchases in relationship to budget allowances. .Develop, install and supervise a perpetual
inventory system to accuratelyaccount for machinery,-equipment,

tools, supplies and materials.20 Procure,- when available, surplus machinery, equipment, tools and suppliesfrom state and federal dispersal center.21. Prepare applications and supporting information to obtain financial aid fromFederal, State or other sources for the purchase of buildings, machinery andequipment.
22. Establish and supervise a security system to protect the school building and.equipment. _

23. Handle the administrative details of the
insurance-programS carried by thesthool.

24. Set the,standards and supervise the quality of the housekeeping throughoutthe-.Schoel and.grounds.

281



,272-

25. Administer :the policy to
regulate the use of the school building and fa'cil-

ities by outside groups and individuals.

PERSONNEL ADMINISTRATION

26. Knowledge of labor law, civil service regulations etc.

27. Engage in labor relations and negotiation.

28. Write job descriptions defining scipe, relationships,
responsibilities

and

-autherity-.--
29. Establish position qualifiatibhs-.---

--------
,:_

30. Select and recruit qUalitied"peoplefer
each position.

31. ,Orient and familiarize new people with the situation.

32. Reward and discipline.

P. Develop an organiiation structure
and chart to show the relationship.of po-

sitions and individuals to the organization
as a whole.

4. Develop position descriptions
specifying the duties and reSponsibilities

for

persons filling each one of the established positions.

,Determine and recommend the number ofTrofessional and
non-professional per-

sons that are
required for the efficient and economical

operation of the

school.

36. Recruit, interview,
screen and recommend qualified

candidates for position

vacancies to the appropriate
committee or governing tibi*d.

37. Be assured that all faculty and staff personnel hold valid certification.

38. Maintain a record system from which the Certification
data for all-members

of the profossional
staff can be obtained.

39. Maintain a confidentialperionnel
record system for all members of the staff.

40., Plan and conduct staff meetings that havepurpose.and
offer a-challenge to

members of the staff.

41. Plan, 'develop and participate
in in-service

training programs forDupgrading

the qualityof
staff and the instruction being provided.

42. Provide special guidance and assistance to members of the staff having less

than the desired leVel of certification
in planning their program for pro-

fessonal improvement ard,status.

43. ProVide leadership to develop
solidarity of purpose within the staff.

44. ,Encourage members
of the staff to maintain membership and participate in the

.activities Of professional organizations.

45. Provide the procedure by which members of the-staff can have a fair and im-

partial discussion of-their problems,
complaints, and grievances.

46. Make specia!
Assignments to

members of the staff on a fair and equitable

basis.

,

47. Plan and Coordinate'staff
activities in a manner which will bring ,the'academic

and shop and laboratdry teaehera
together ints:), a unifie4 staff haying 151-A

. ,

one common purpose.
.

48. Develop and administer s9und, fair and'reasonable
personnel policies including

those referred to as :riilge benefits."

49 Develop,.administer
and recommend

changes to the
governing board an equitable

and.sound salary
structure for professional personnel.

.

- 50. Rate professional
staff.

51. Trovide visiting days during the school year on which members of the,staff

are permitted to'visit programs in other schools.

52. Provide a system for approving and controlling
travel expenses for membera

of the staff..

,

Recommend changes and alterations to the physical
facilities that are con-

sidered essential to providing
improvements in the instructional program.
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Recommend. new and different types of maChinery.and equipment to keep the

instrUCtional prograM inttune with the current peeds:of businesS and industry.

Evaluate and procure instructional equipment, supplies; and materials esseny-

tial to provide a quality'program.

NISTRATION OF EDUCATIONAL PROGRAMS

56.__Develop a philosophy of Vocational education to provide direction to the lo-

aV educational progrdm.
57. Define the philosophy of vocational education in terms of objectives, goals

and purposes.
58. Consolidate and intergrate the goals of vocational education with those of

general education.
59. Acquaint and inform other educators and the public with the objectives, goals,

and purposes of vocational eduLation and the relationship of these to a total

program of education.,
60. Establish appropriate'reporting.systems.
61. Develop performance standards. (

62. Measure results
63. Take correctiv& action.
64. Know school law

6

65. Prepare prepOsais for grants (federal & state)

66. Work cooperatively with local, state and federal agencies in developing local

vocational programs.
67 Coordinate programs in school district.

68. Approve budget requisitions for supplies and equipment.

69. Maintain contact with employment agencies.

70. Formulate policies concerning the total vocational program and staff.

71. Keep adequate records of students, teachers,jequipment, and facilities

72'. Develop policies to be considered and adapted by the appropriate conunittees,

n operating committee and the governing board.

73. Implement and carry out the policies adopted by the,operating c mmittee er

governing board.

ip

74. Evaluate current policies, practices and procedures in relationshAp to chang-

ing conditions and recommends revisions when deemed appropriate:

75. Keep self, operating committe&and governing boards informed with regard to

Federal, state and local policies that govern and regulate the operation of

a vocational program.
76.. Develop and administer a guidance program within the school and in cogpera-

tion with .participating chools.

CONTINUING STAFF DEVELOPMENT

77. Determine training needs
78. Establish a continuing 1 service training program to make pro icient by-

instruction and practice.

79. . Develpp personnelby improving knowledge attitudes and ski ls,

80. Determine :retraining needs of all employed persons.

81. Organize effective programs of retraining personnel.

82. Keep up7to-date on new,--occupotional materials'and method.

83. Work cloSely with teacher education institutions in deVelopipg ef ective pro-

grams at the pre-service and in-service levels.

283
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-84. Encourage teachers to write professional_articles.
85. Held individual and group conferences to discuss instructional problems.
86. Provide space, equipment,and supplies 4s a resource and'planning,center to-

develop andproduce curriculum and course materials.
_47. Provide means by whiCh research materials and current articles are made-

readily available to the- staff,

ADMINISTRATrVE PROCESSES
-DISCOVERING_

88 Forecast - where present course will lead.
89. SUrvey the requirements of the community in relation to the need for new

, courses and programg
90. Ascertain the training needs of the local community.
91. Seek advisory services-from qUalified individuals regarding vocational e4uca-

tion.
92. Establish and utilize an advisory council.fot-the.total vocational program.-
93. Aid in organizing and utilizing occupational advisory committees.

-

94. Serve as ex-office member of all occupational advisory committees.,

DIAGNOSING

95. 'Analyze problemS 7 gather facts, Ascertain causes;-develop alternate Courses

of action.
-

..96. Requesting services of state staff .and consultants where and when needed.

SETTING GOALS

97, Set objective's - determine desired end results.
-98. Develop sttategies - decide hoW and when to' achieve goals.
99. Determine conditions that will exist when key duties arewell done.,
100. Assist in determining departmental aims.

PLANNING

101. Set proeedures and standardize methods.
102. Organize curriculums and courses.
103. Pldh for necessary 'housing equipment and supplies
104: Prepare or assist in preparation of annual and Iong7range goals of programs.

105. Make recommendations in all aspects of the.devAlopment and constrUction of
facilities.

106. Promote staff memberShip in professio a/ organiznions
107. Aid in development instructional gui es.
108. Conduct Workshops to develdp instruc onal materials..

109. Assist in adoption of textbooks or r erence books.

110. Establish and maintain safety progra
111. Determine the' number of students that can be accommodated in the total program.

112. Develop policies and procedures, in cooperation with the authoritieS of the .

participating schools, for the.selection, Orientation and registration of
students for entrance into the vocational prOgram.

113. Plan, supervise and coordinate the school bus system where applicable.

2 8 /t
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MAKING DECISIONS.
/

14. Arrive at rational decisions on problems a$ they,occu, Without procrastina-

tion.'

_115 ,Develop policies - make stadning decisions.on important, redurring matte

ESTABLISHING,PRIORITIES

116.- Establish priority sequence and timing steps.

ORGANIZING

-117. Establish an-organizaticfnal strutture - preparation of organizationardhaft'.
Del4neato relationships -'define liaison lines to facilitate cobidination.

Establish positin qualifications - define qualifitations for persong in edth.

position.
129, PromoteLcoOrdinated prpgram between vOcational program and other subject matter

areas. ,

ADMINISTRATIVE YROCESSES
DELEGATINC

(don't)

..
,

.

121. Assign responsibilities.and exact accountability for results,.

122. Det rmine those areas which can best'be delegated--'; to whom delegated and when .

-COMMUNICATING'

23. Establish ahd maintain 'effective vertical and horizoptal,lines or oral and

written communications hat will insure a free flow of necess ry information.

124. Inform the public, school adMinistrators anSI others of the vocatonal educa-
,

tion pyogram.
125. Establish and maintain relationships with all types-of labor, tra1e, agri-

Cultural, management, and manliower agencies in the community.

126. Prepare.reports Of activities for publi,5 information.

127. Ailiend county court or city council' meetings in matters relating to vocational-
education.

128. Keep teachers informerof effective reaching methods.

129. Explain federal and state legislation to local educators.

130. Explain world of wdrk tt educators and laymen.

131. Explain federal and state legislation to laymen. ;

132. Compile and distribute lists of insiructional Materials Csubject matter, audio

133. Inform teachers Of current literature.
134. Review and report relevant research projects to faculty.

135. .Keepthe participating schools informed about activities that are considered

to be of mutual interest and concern:

136. Prepare material for release of,schobl developed materials to persons outside

the organi2ation.
137. Maintain a record of newspaper clippings that make reference to school activities.

138. Prepare and supply participating schools with information which is essential

to theirrreporting procedures,
139. Participate in student assemblies when personal appearances re pertinent an

appropriate.

2

1
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140. Set up and administer the system through which the student body is informed

in advance when school sessionSare to be canceled because of snow or other

unforeseen conditions. i /

141. Maintain harmonious working relationihip with the administration and staff
,

of ill participating schools. ,

142. Mail-Ain a professional relatiI:\ nship with State, County.and local educators.

143. Serve as the liaison representaltive betwe n the vocational school or depart-

ment and all participating sch ols.
144. Serve as recognized leader and advisor in the field of occupational education-

within the school and the comm nity.
,

145. Maintain good relationships wi h business industry, labor, government and

educational organizations.
146. Practice good human relationsl1ips in all dealings with the staff and student

and student -body:

ADMINISTRATI PROCESSES con't)

EVALUATING

147. Insure progress toward object ves according to plan.

148. Ascertain extent of deviationl from goals and standards.

149. Prokride for,continous evaluat on of vocational programs

150. Conduct vocational program ev luations.
151. Obserlie vocational staff\in, c assroom.

152. Develop a grading system that is coMpatible with the systems used by the par-

ticipating schools.
153.- Evaluate on a regulpx basis, tite quality of instruction peing provided by the

professional staff and take,corrective action to improve-those areas that
found to be in need of improve-lent.

COMPETENCIES NEEDED TO MEET STAMARD IV
UNDERSTANDING OF'THE CRUCIAL AND DYNAMIC ROLE OF TgE SCHOOL IN OUR CULTURE

154. Possesses a knowledge of the strimcture of American occuPations and industry.

155. Understands of the manpower and industry relationships.
156. Understands occupational sociolo6r.
157. Know how to,modify courses of study to conform yith current industrial-and

business practices and the needs'of occupations.

KNOWLEDGE AND-SKILLS NEEDED TO FOCUS THE\RESOURCES OF THE SCHOOL ON RECOGNIZED

SOCIAL CONCERNS

158. Develop prog'rams of occupational tra-\_ning.
\

159. Analysis the needS of the youth and adults of the community.
A

,160. Contact business and industry to rel ate effectively the classroom instruction

to the needs of the student learner bOmployed worker.
161. Organize, promote and develop Vocational and Technical classes for in school

youth, out-of-school, youth and adult54
162. Keep the Community constantly informed a to the objective, d

results-of the school program.
163. Translate community and'man-power needsi intd mêaaingful voc k.rograms.

164. 'Work cooperatively with persons and Igrops in aeveloping a totai educational

program.
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165.- The candidate must have met all State Department of Education qUalificationS.

RETENTION.

FINAL EVALUATION PROCEDURES, PERFORMANCE ATTESTEDTO BY CANDIDATES WILL DEMONSTRATE

QUALITIES OF LEADERSHIP

166. Ability to coordinate - relate efforts in the most effective combination.
167. Manage differences 7 encourage independent thought and resolve conflict.
168. Manage change - stiMulate creativity, and innovation in achieving goals,'

ADMINISTRATI
SENSITIVITY

ScHOLARSHIR

-Demonstra
470. -Demonstra

ppment.
Demonstrated

'PROCESSES con't

edacceptable scholarship aZ the graduate level.
ed 'an ability ancLinterestin a self4.irected program of self-devel-

T

s

INTELLIGENT HUMAN

a continuing interest in professional develOpment.

RELATIONS

172. Posesses a keei insight into:the huMan fac ors involved in personnel manage-

ment. '

,

173. AppreCiates th Fights of'others.
HaS acceptable personal'habits and attitudeS.
Is versatile a d flexible.

176. Is dependable,
tp isten

slaup AND INSIGHTS NECESSARY FOR EFFECTIVE SELECTION

1 8. Conducts'indiv dual discussions.
1 9. -Possesses know edge of basics needs'of peope,le.

180, Conducts probi g interviews.
181. Measure indivi uals qualifications against standards.
482...Recruits (pan ied people for each position.
183. Familiarize ne people with job sithation.

CONTINUING DEVELOP NT'OF ALL SCHOOL PERSONNEL

184. Organize'and d rect programs to, make all personne)poficient bvinstrtiction

and practice.
,185. Persuade and i spire,people to take desired action%
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HUMAN'RELATIONS

186. Let each staff member knQw where he stands.
187. Gives credit where credifis due-,
188. Informs others in advance of change.
189. Promotes staff participation.
190. Gains staff confidence.
191. Maintains "Team" approach.
192. Undeiqtands human ngedt.
193. Adjusts to different people and condi iOns%
194.' Underitands basic needs of people.
195. Recognizes individuAl differ nces.
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APPENDIX

Oimpetency lists Part 5: For

New.and Relatdd Areas -.Career
-Education, Community rillege
Instructors, Part7Time Vocational
Education Call_Staff, and-Vocational
Counselors

Fourteen Lista from National Studies

American VocatiOnal Association...4age 280
Antonellia... . .......... ... . .. . ...page 281

Stephen Austin State University.....page-291
Gunderscin and others- -page 293

Hansen page 298

Holloway ..page 301

Maryn-Smith page-307-

University of Michigan...... page 317

Newton and Peck page-318
. . . . . page 319

Odbert aind Trotter page 32,6

Ohio . , page 328

Hoyt USOE.. .. .. .., page 334

University of Wisconain page 336
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Draft Copy
CONCEPTS FOR A SUGGESTED VOCATIONAL TEACHER AND COUNSELOR EDUCATION INSTRUCTIONAL

UNITTHE VOCATIONAL TEACHER OR C S' OR'S RELATIONSHIP TO HIS PROFESSIONAL

VOCATIONAL ASSOCIATIONS. Mark Nichols, Editor
American Vocational AssOciation, Inc.
Washington, DC 1971\

The vocational teacher or counselor trainee

1. Understand the purpose and func ion of the State Vocational Association.
2. Become familiar with the current year's program of work of the State Asso-

ciation, its objectives, and recommended procedures for accomplishing
them by the persons assigned to each task; review the Association's accom-
plishments for the previous year; and write an evaluation opinion as to
the impact of the provisions of the state program of-work on vocational
educators at the local level.

Become a:member of the American Vocational Association, review it's constitu-:
tion-and bylaws and national conveniion proceedings, and become familiar
with the personnel and functions of the national association. He/she

will pass a written examination on the provisions of this objective. ,

Familiarize himself with the legislative programs of, the State Vocational
Association and the American Vocational Association for the current year
of biennium well enough that he/she can successfully pass a written exam-
ination on the provisions of this objective conducted by the teacher or
counselor educator.

Write a term or semester paper on "procedures for Improving and Further De-
.

;velopinq Vocational Education" in the area of his/her preparatory program
in terms of information obtained in at least five articles appearing in
copies of the American Vocational Journal for the current year.
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Antonellis, Gerard P. Needs ASSessment. Package for Advanced-G-aduate Prosrams

Focused on Career/Occupational Education. (Survey Instrument) 976 .

.=-Department of Education, Fitchburg State College

SKILLS AND MEAS OF KNOWLEDGE RELATED TO TEACHING AND COUNSELING
y

1. (Career Development) Gain a practical understanding of the theories of

career deve/opment.
2. (Learning Centers ) Develop and use "learning centers" in your classroom.-

3. (Multi-media) Develop and/or use a variety of multi-media approaches in

y'rour classroom.

4, (Inter-disciplinary Planning). Understand and apply practical strategies
for integratingyouesubject content with the.subject content-of other

disciplines;
-

--5. (EvaluatiOn) Develop and/or use student criterion-references tests
related to your course content.
(Human Relations for'Teachers) Understand 9hd apply-practical skills for

effectively relating to seif, 1-;-, other individuals, And to groups

(Teaching.Achievement Motivation) Understand and apply practical strategies
for lOtivating the majority of'your students to-set high standards, and

to pursue these standardi eaergetically.
(Communications) UnderStand and apply practical skills to assist student
to freely communicate information; ideas, attitudes, and emotions effec-
tively; camensurate'with today's and tommorrow's needs (listening, reading,

'speaking, and. writing).
(Value ClarPfication and Student Decision-making)v Understand and apply ,

practical strategies to asSist studentsto a) clarify for themselves what

they value, ard b) make and implement decisions consistent with the values

the siudents have identified for-themselves.
, 10. (Teacher Behavior in the Classroom) Increase or improve your-response

repertoire, questioning skills, -presentation skills, and student partici-

pation skills.
11. (Self-concept) Understand and apply practical strategies to assist students

to develop and maintain a healthy self-concept.
12. (Learning Theory - general) Understand and apply the principles and theor_

of human learning to your classroom situation.
13. (Theories of Learning Career. DevelopMent) Understand and apply the

principles and theories-of human learning to the design and implementation

of career edócation curricUla.
14. (World of Work) Be knowledgeable concerning the future of ork and pro-

. .e-
jectLi.changes in the work force. ,

15. (World of-Aerk) Gain a general knowledge of the "World of Work";- and an
orientatiOn to'and understandinvof the -social psychological.ilrincipies

related to the "World Of Work".

16. (Career/Occupational Education Concepts) Gafn a practical.understanding
of career/occupational-education concepts; and a knowledge of the exemplary

career education.programs currently'in'existence.
17 (Student Geal-Setting) Understand anT,apply practical stfategies to-assist

student6 to realistically assess personal_ attributes as part,of setting life
. -7

goals.
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18., Cream 1eachingj Understand and implement practical classroom w.iiagement

strategies for team teaching.
19. Unstructional Units) Develop and implement instructional units incor-

porating an effective use of large group, small group, and independent

study techniques,
20...(Behavioral'Modification) Understand and apply'!ffecti _ behavioral

-..ma!dification techniques with students.
21. .(Trinsactional Analysis) Understand and apply the princi les of trans-

actional analysis in you'r classroom situation,
22. (Humanistic Education) Gain a Practical understanding of humanistic

educatiWteChniques.
23. (Leadership Skills and Films) Understandand use films- to assist students

develop and demonstrpte creative.problem-solving behaviors.
251 (Individualized InstrUctional Units - general). Develop and implement

learning activity packages, focused on your subject content.
26_ (Individualized Instructional Units - Career DevelopMent) Develop and

implement learning activity pakages focused-on an integration of concepts
in your subject content, .with dareer development.concepts.
Performance Objectives - general) Develop and implement performance

objectives for YoUr subject.content (cognitive, affective, -and psychomoto
28.. (Performance.Objectives Career Development) Develop and implement

performance objectives focused on an, integratiOn of concepts in your

,
subject Content, with- career deVelopthent concepts "(cognitive, affective,
and psychomotor)F

s 29. (Individual.kzed instruction - classroom management) Understand and
implement practical,classroom management strategies for providing students
with a variety of learning activities from which they can choose.
(Learning Styles)- Understand and apply.practical strateees for matching
various instructional proceduAs with individual student's learning
styles.

3i. (Manipuaatives) Proyide "h nds-on" experiences for students in your

subject content.
32: (Career Games and Kits) DeweAop and/or u e career games and kits related

te your subject content.
33. (Work Experience) Provide real -and/or simulated work experience related

to your subject content.
34". (Leaderihip * Simulations) Astist students in your subject(s) to develop

effective decii'ion-making and leadership skills through the use of simu=

144 lations and rble playing experiences.
(Community Resources) Understand and apply practical strategies for using

' the total community.as a learning laboratory; and using community resource
persons in your classrooms.

36. (Continuous Pro-ress Education) Understand and apply practical strategies
for developing, implementing, gnd monitoring a continuous progress in-
structional program in youi-subjeet(s).

37.. (Open Classroom) Understand and apply practical strategies for developing,
impleMcnting, and. monitoring am "open classroom" instruction,program..-

_
38. (InstrulOnal Units). Develop and implement vodational/technical instruc--

tional urAts based on a job 1:lescription,_task analysis, performance_

Objectives% and criterien,examination.
(Human Devel$pment Occupational EdOcation) Be knowledgeable Concerning

human develo ent as it affects occupatiOnal education-at various age
levels.
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Items 40 52; .

SUBJECT CONTiNT Ng_ CAREER DEVELOPMENT CONCEPTS

Understand and apply practical strategies for incorporating ca eer development

concepts into the teaching of:

40. Humanities
41. Science
42. Fine Arts
43. English/Language Arts

, 44. Mathematics
45. Social Studies-
46. Physical-Education
47. Vocation/Technfcal Courses
48. Health Education
49. Foreign Language
SO. Home Economics
51. Industrial Arts
52. Business and Distributive Education

Items- 53 - 57;

STUDENT AWARENESS AND ACCEPTANCE OF CAREER DEVELOPMENT CaNCEPTS

Understand and appky practical strategi-i to assist students gain an awareness

and acceptance that:

SerE-underitanding is vital,to-career decisions and work performance.

Examples of sub-concepts:-_,a) 'A positive-concept of self enables the .

individuai to enter.and funetionin a working world; b) A Person's work

may contribute to a positive concept of self; C) An individual maybe
suited to numerous different occupations; d) Value judgements influence

vocational choice;-e) Others.
. 54. .Man and technologk are continually-interacting in his work. %

Examples of sub-concepts: a) Man uses technology to satisfy his needs and
to achieve his desires; b) Technological developments cause a continual

change in the emergence and disappearance of jobs;= c) Technology has un-
limited implications for,man's work and leisure title; d) Man must _learn to

use teohnology to 1-is advantage;-= e).0therS.
_

55. Man's livelihood depends upon the'production, distribution, and consumptiOn

of goods and serviees: =

E2.2Eis_s_of sub-co: a) Man's work contributes to a nation's wealth
and productivity; :b) Economic fluctuations influence occupational choice

and opportunity; cY,Man's work affects his standard of living; d) Others.,

56. Society reflects the creative'fdree of work.
Examples of sub-concepts: a) 'Society is dependent,upon the Work-of many

-people; b),The customs, traditions, 'and attitudes of society affect the

World.of wo'rk; c) _Soqietal-needs determine vocational-opportunity; d) Othera.

\Career-edimatiof.1-prepares.man for theworld of work,

_Ez_tna_ib-ooncets: a) Each person needs-to-be-recognized-as having__
dignity and,worth;.b) Career development is a confinuo.U.s procesa, and:re-

quires continuoup series Of choices; c Hobbies and interestS may lead

293
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57, (cont'd)
57. to a vcication or avocation; d) There is a wide variety of careers which
cont.may be classified in several ways; e) There are job clusters within

occupational areas,'as well as, aCross occupational areas5 f) Education
and work are interrelated; g) Individhls are responsible for their,
career planning; h) There is no single "best" motive for choosing a
career plan; 1) Vocational preparation'requires skills development;
j) Workers may need vocational retraining in the course of a lifetime;
k) Others.

LEARNING COALS FOR CAREER DEVELOPNENT.
0

Understand and apply practical strategies to assist each stuacnt to:
rle

58. Assessihis/her interests abilities, yalues, needs and other self
characteristics, as they relate to occupational roles.

59. Explore tread occupational areas in,terms of opportunities, potential
satisfactions, required roles of workers and other related dimensions.

60. Explore the psychological meaning of work and its value in the human
experience.

61. Understand modern work environments.
62. Possess an awareness that'the individual's role in work is tied to the

well-being of the community.
§3. Demonstrate effective decision-makiag skills in striving to achieve

occupational goals.
64. Acquire. a concept of self as a productive person in an achievement-

oriented 'society.

SKIaS ANp AREAS OF KNOWLEDGE RELATED TO. ADMINISTRATION AND SUPERVISION

GENERAL PROFESSIONAL,SEILLS AND UNDERSTANDINGS

65. (Career Development ) Gain a practical understanding of the theories of

career development.
66. (Value Clarification and Decision-making) Understand and apply practical

strategies to a) clarify for yourself what you.value, and b) make and
implement dedisions consistent with these identified values.

67. (Learning Theory - general) Gain a practical understanding of the theories
of learning. ,

68. (Theories of Learning - Career Development) Understand and apply th'
principles and theories of human learning to the design and implementation
of career education curricula.. .

69. (World of Work) Be-knowledgeable concerning the future of work,and pro-
jected changes in the work fdrct.

70.. (Worldof Work) Gain a general knowledge of the 'World of Work"; and
an orientation to and understanding of the social psychological principles

related to the "World of Work".
71. (Career/Occupational-Education..Concepts) 'Gain a practical understanding

'of career/oCcupationalreducafion concepts; and a knoWledge of the exemplary
career education programs currently-in existence. .

72. '(Transactional Analysis) Understand and-apply the_principles'of
transactional'analysis in your fole as a_supervisor.

3. Vnxiovative Practices) 'Understand. and aPply practical strotegies to
initiate and implement such innovative practices as flexible scheduling;
the nongraded school, continu6us progress education; others.'



255

CCommunitygesourees) Understan_ and apply:practical strategies for
deyeloping ahd implementing ahprehensive,pxogram for using the total
community as a learning labefatory; and using eemmunity resOurce persons
in the school (also incltding work study programs and cooperative

,

education programs).
uman peVelopment Oecupational.Education) Be knowledgeable concerning

human deVelopment as it affeetsoccupational education at various age
*levels.

76. (Proposal Development) Develop proposals for state and federal programs.

77. (Involvement of Other:Agencies) Plan for the active cooperation of
various agencies suCh as industry; government,medicine ankthe like.

78. -(Human ReiatiOns - Supervisor) Understand and apply practical skills,'
fov effectively relating to self, te other individuals,:and to groups.

79. (Special Education Mainstreaming): UnderStand and apply practical
strategiesjor implementing instructional programs for the exceptional
ehild; inerbding mainstreaming.

80. (LeadershAp Style), Understand-and apply practical strategies for
identifying-your own leadership'style; and, initiating effective. leader-

ship:behavior.
81. (Conflict Resolution) 'Understand and apply successful conflict'

reselution strategies.
82. (CommUnication Shills Supervier) Develop effective Communication

skills.(listening, speaking; and writing
(Creative Problem-solving) UnderStand nd apply practical strategies
for enhancing indiVidual and group creative problem-solving.
(LeaderShip '-,Group Behavior) Understand and apply practical strategies
for identifying helpful, and dysfunctional behaviors whileworking in
groups.

.8 (Delegating and Use of Time) Usp your time effectively, and develop

the Skill of delegating..
(Organizational DevelopMent) Gain a, practical underftanding of the

psYchellogical aspects of organizational development; especially
as it relates to'the school gystem.

87. (Basic Concepts of VocationakEducation) Gain a practical underStanding

of:basic concepts of Vocatipnll education.
Examples: a) 'Be familiar with organizational structures and various
forms of vocational education in the U.S.; b),Be knowledgeable of the
history:of:vocational education in,the c)-Be familiar with the
general certification, legal, and administrative status of vocational.
education-in general; d) Be aware of contemporary issues affecting
VOCational educati,pn; e) Others,

PROFESSIONAL HELPING SKILLS

88. '(Creativity) AsSist teachers develop:and demonstrate creative problem-
Solving behaviors.'

89.- (Performance.Objectiveg'- Career Development) Assist teachers develop:
and implement performaneeubjectives focused ona.n integration. of eon-_-
cepts-in their subject content, with career development el:incepts
(cognitive, affective, and psychomotor). .-

-(InnoVative Practices: -'general) Assistteachersito initiate.and.maintain.
suCh innovatiVe practices as flexible gtouning.team,teaching;:open Spa,Ce-
instruction; continuous ptogress education-: hinnanistiv.eduCation;'learning
cent6rs;, intet-discipiinary planning; open7classtoPm; mini-courseS;

295
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90. Ccont'd)
use of student criterion-referenced tests; behaviorai Modification_
techniques; and others.

91. (reacher Behavior in the Classroom) Assist teachers increase or improve
their response repertoire, questioning skills; presentation skills; and
student participation skills.

92: (Instructional Units) Assist teachers to develop and implement instructional
units incorporating an effective use of large group, small group, and
independent studyrfechniques.

93 (Individudlized Instruction - Classroom Management) Assist_teachers to
implement practicaffclassroom management strategies for providing students
with a variety of learning activities from which they can choose.

_94. (Learning Spyles) AssiA teachqrs to apply strategies for matching
various instructional procedures and learning modes, with individual
student's learning rate, interests, abilities, and learning styles.

95. (Career Games and Kits) ,Assist teachers develop and/or use career games
and kits related to their subject content.

6 (Manipulatives) Assist teachersprovide "hands-on" experiences for
students in their_courses. ,

97. (Work Experience) Assist teachers provide real and/or simulated work
experience for the students in their courses.

98. (Simulations - Leadership Skills) Assist teachers develop and/or use
simulations.and role playing experiences for developing student
leadership skills..
-(instructional Units) Assisi teachers develop and implement vocational/
technical instructional units based on a job description, task analysis,
performance'objectives, and criterion examination.

100. (Course 'Content and Carebr Development Concepts) AAsist teachers to
incorporate career development concepts into the teaching of their
subject content.

101. -(Multi-media) Assist teachers to make proper use of media and technology
in the teaching-learning piocess.

102. (Human Relations Teachers) Assist teachers to effectively relate to
themselves; to other individuals, and to groups.

103. (Communications - Students): Assist teachers to teach students to freely
communicate information, iaeas, attitudes, and emotions effectively
(listening, reading, speaking, and writing)..

104. (Self Cencept'- Student0 'Assist teachers apply to practical strategies
for enhancing the self concept of their students.

-LEADERSHIP AND MANAGEMENT SKILLS'4IZELATED TO BUILDING LEVEL ACTIVrTIES

105.- Instructional Leadership) Understand and apply practical strategies
for initiating and maintaining the:avironment for -instructional
iMprovement and change. -

Exam les- of-sub-skills:- a) Demonstrate-A knowledge of change theory,-
b) Analyze.the climate for changes in-a given-organizational setting;
c) Demonstrate a knowledge of how to prqceed for a.planned instructional
change; d) Demonstrate.a knowledge of current innovative practices
nationwide, statewide andgocally; e)..Assist individual teachers and
groups -of teachers in planning, implementing, and evaluating teacher-.
initiated-,change; f)

296

'7. .. .
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106. (Instructional Leadership) Understand and apply practical s rategies

for initiating and maintaining the environment for curriculum improvement.

Exam Ies of sub-skills; a) Demonstrate a knowledge of cutrent curriculum

tren s; ) Demonstrate a knowledge'of the student population for which

you are responsible, and how the new trends relate to this given population;

c) Develop and implement a strategy for the involvement:of a given community

in curriculum improvement; d) Motivate sta to implement a curriculum

improvement; e) Demonstrate a knowledge of ethods for evaluating-curri-

culum changes; f) Otherg;---
167. (Personnel Leadership) Understand and applr'practical strategids for

bffectively recruiting, selecting and assigning professional and non-
-

professional staff memk?rs. _-

a) Obtain and utilize applications from a,,a ety

of_educational personnel resources; b) identifir and use sources which

provide applicants representative of multi-etluiic and/or multi-racial

backgrounds; c) Conduct interviews to effectively evaluate candidates; '

d) Use staff resources-to assist in personnel selection; e) Prepare a

complete job analysis of al; available staff positions; f) Make

assignments of staff in line with identified capabilities; g) Others

lop. (Leadership in Community Relations) Understand and apply practical .

\ strategies fdi identifying community needs, translating these needs into

\ programs, assessing the community's rAsponse to the programs, and raising

the community's expectations of the educational programs.

\ELca_LnEl!s--ofstills: a) Develop strategies and implemeneprograms
\designed to keep the community informed of activities and programs in

the school; b) Identify and analyze community characteristics such as

social class, community power structure, cultural:values, interest

gipups and pressure groups; c) Outline thOelements of a community survey

instrument; d) Identify4educational needs ind.igenous to the community

and\pupil population; e) Propose educational programs apprtlpriate to

ideiltified'community needs; f) Organize, maintain, and strengthen liaison
withparent-teacher groups, citizen's advisory groups, influential indi-

vid6als and 'groups, public relations services, and the mags media; ,

g) Inprm parents on an ongoing basis.as to new'philosophies in the

educational world; h) Involve parents in school programs; i) Others.-

109. (SchoOlManagemen.t: Building Level) Understand and apply strategies for

the effective operation of the school within.the law and safety standards.

Examp1s of sub-skills:, a) Demonstrate a_knowledge of the basic principles

of sch el law, specific legal mandates, and decisiuns of the courts as

they "ly to your'responsibilities in such-areas as pupil attendance,

curric9um, personnfil administration, plant operation and-saeety;

b) Demonstrate a knowledge of the legal responsibilities, pbliCies and
directiVes of the Board of Education and the Superintendent of Schools;
c) Demollstrate a knowledge of the legal rights and responsibilities of

theteacper, student, and parent; d) ,Demonstrate a knowledge of safety

regulatips with respect to equipment and supplies employed in the

school program; e) Interpret existing state law and school district
policiesandregulations,with respect to safety to staff, students,

and community; f) Others.
110. (School Management: Building Level) Understand and .apply practical

strategieS for the effective fiscal operation of the school=
Exam les of sub-skills: a) Demonstrate a knowledge of-the components of
aludget, \budget preparation and control, accounting procedure's,
purchasing and inventory procedureg:', b) Identify_tha essentials of such



288

tzt-

110. (cont'd)
suppOrting sources as transportation, food-service, data processinglA

school building planning operation and maintenanceland insuranc'e;

e) Prepare-with your staff and the 'central adtinistration, the se-11po1

budget; d) Operate the program within budget limitations; e) Maintain

fiscal.reeords And files and appropriate financial repotts; f) Others.

111. (Personnel Management: Legal) Uffilerstand and apply practical ktrategies

for evaluating staff and maintaining appropriate personnel,reeords:

Examples of sub-skills: a) Keep appropriate records of observation reports;
b) Evaluate staff members in terms of their performancd; c) Utilize an

efficient means of maintaining personnel records; d) Makaappropriate
dekisions concerning separaton or retention-of probTfidflAr-teachers

and granting tenure, in accordance with district regulations and union

eontracts-e) Know and use the appeal processes designed to safeguard

employee rights; f) Demonstrate'knoWledge of districf regulations-and
teachers'bargaining contract with regard to retention and-dismissal;

g) Others.
112. (Planning, Programining, and-Budgeting Systems) Understand and apply

practical strategies for initiating, implementing, and maintaining an

educational planning, programming, and budgeting system (PPB8').

Examples of sub-skills:. a) Recruit and train task team; b) Prepare dis-.

trict planning and implementation schedule; c) Prepare communicationS

plan; d) Prepare district training program; e) Develop program structure;

f) Develop program accouling; g) Prepare objectives (and.prioritize the

objectives);-h) gevelop evaluation plan; i) Prepare multi-year
financial plan; j) Apply program analysis (alt4rnative ways of achieving

the objectives are considered); k))repare PPBS dociment.

113. (Mutual 6:,3a.1 Setting: School Management-by-Objectives) Understand and

apply praâtical strategies for initiating, implementing, and mgintaining-

a performance-objectives approach to teacher appraisal.

, Exam les of sub-skills: With the mutual cooperation of the teacher .

a) Specify the performande criteria (standards); b) Develop the-perfor-

mance objvctives or job targets; c) Decide-on the-performance activities;

2d) Develop and imikement procedures for monitoring the performance; e)

Assess the monitored data; f)'Conduct evaluation post-conference and

follow-up activities.
114. (Implementing Career Education) Understand and apply practical sti:ategies

for executing the action steps for.implementinga comprehensiVe career/

occupational education program.
Exam les of sub-skills: a) Or..ganize an interactive network of interested

groups; b) Gain an understanding or career/occupational education, and'
eyeablish it as-a-high:priority objective; c) Study the current
educational system td determine the changes necessary to incorporate
intcr it a true career/occupational education system; d) Conduct an inventory
and marshal community resources; e) Design preliminary,programs of careeri

occupational education; fl Establish a cooperative relationship amobg
the-participating organizations, institutions, and individuals; g) Iniplement

the system; h) Develop a program evaluation;.i) Create a feedback system

to use evaluation findings.to improve career education programs;,j) Make

provisions for a program of maintenancp to_sustain the vital parts of the

systeM.
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115. Cpersonnel Leadership .§ aff Morale), Understknd and apply,practical
strategies for initiating, maintaining, and continuelly promoting,good

staff morale.
Examples_ef sub-skills: a) Demonstrate'skilis in diagnosing staff -ale;

b)- Demonstrate a practicaCknowledge of the theories of motivation;

.0 Previde for.an open line of communication; 0 Demonstrate knowle

4nd skill in interpersonal relations; g) Condu4 effective individual
conferences-with staM and offer..00nstructive criticism and recom-
_mendations for improvement; h) Oth.ers.

116 (Instructional Leadership) Understand and apply practical strafegies for
providing:for continuous-assessment ofAnstructional processes and programs.

Emm212s of sub-skills: a):Demonstrate the interrelationship of overall'
educationa-1 philosophies andobjectives te the ongoing operation of the

sch0o1;, b) Execute ah assessment plan that- relates to'ongoing decisions

and actilus of-the school; c) Demonstrate the importance of- educatiOnd:1

philosophy in the:preparation of general and specific Objectives; ..

d) Establish Ways in which to involvt students' ih the evaluation of -
instructional proiram-s; e) Locate- ahd obtain commercial instrumenti to

evaluate your objectives; 0 Construdt instruments and data Collection

procedures whiph will insure valid and reliable measuremtnt of objectives;,
_. .., ..

g) Ottrets.

-117 (Instructional Leadership) YUndr,pstnna.and apply practical ,stratWgita,

for, assisting the instructionalstaff in providing appropriate instructional

-pregrama fel' each student. - .

Exam- ts-of sub-skillsi-. a) DemonStrate knowledge of innovative techniques

designed to promote a cooperative approach to the observation and,'

analysisof classroom instruction.and the "clinicalu approach te, ..

supervision; a)-Daline ah inservice education prograinforprofessional
paraprofessional personnel in your school; e).Establish-procedures for staff

needs assessMent; f) Establish cooperative procedures for providing
--7aresources which may be alliiable to the s_jf; g) Establish teams of

'prefessronal and-community meMbers who wi

,?

lYin conjunction witoh the
student., determine ihstructional program alternativies Tor,each s lent;'

hyEstablish,peocedUres for determining whethte'each selected .stuuentls
programjncludes individually prescribed and/or,approved objectives,

tepurces,- activities, small group instruction,4-self-,assessment techniques

ana a student-teac tr determined-tvaluation;.i) Others. .

1

.- ROUTINE ADMINISTRATIVE,FUNCTIONS RELATED TO DISTRICT-WIDE ACTIVITIES

118, (School Plant,and Service1) Urfaerstandand.apply,practital Strategies'
_.

,

forthe district-wide programming and monitoring.of school plant-and-

services functions:, :, .0 ; '. . .
. , .

,.,

The-Functions: a),Plant planning,_, construction, operation-, and maintenance; -

-,. b) grohnds.maintenance; c) site acqusition; dylibrary.operationi;

T) pLa/fit Safety;,f) sub operations; g)transportatiOn safety;,,h). school

lunch; h? ethers.
119. (Finance;and Business Management) Undtrstand and aPply practical strategies .

/.

Tor the district-wide prograMming and7monitoring of. finance.and business

-management functions.- ,-

,The Functions: -a) Rudget.construction, contra, apd administration;, b) debt -b

service administration;.c).payroll.administratioh; d) supervising and.

aUditing internal-accounts; e) insurance adminittrationl f) specifications .

for.tquipment and supplies; g) purchaing equipment and supplies;

,
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119 Cconttd)
h) handl_ .g state and/or federal support programs; i) others.

_120. CVapil Pc_csonnel AdministratiOn) Understand and apply pract al strategies

for the district-wide programming and monitoring of pupilApersonnel functions.-

. The Functions; a) Orientation of pupils; b) scheduling of pupils; c) pupil
counseling; d) student health; e) student attendance; f) student census;

g) student guidante; h) student records; i) assessing student progress;
.5) student activities; k) occupational information services; 1) placement
services; m) dealing with pupil ifregularities; n) others.

121. (School-Community Relations) Understand and apply practical strategies -

or the district-wide.programming and monitoring of school-community

relations functions.
The Functions: a) Information services to !cpmmunity; b) information services

'to mass media; c) handling requests,for information; d) reporting pupil

progress; e) use of school facilities for nonschool groups; 0 others-.

1 (Curriculum and Instruction) Understand and apply practical strategies
for the 'district-wide programming and monitoring of instruction and

curriculum functions.
The Functions: a) Establishing curricular content and organization;
b)- selecting curricular materials; c) relating curriculum to time,

facilities, and personnel; d) articulating existing programs; e) exccptiona

children; f) remedial instruction; g) testing; h).instructional improve-

ment; 1)_ diagnosing pupil learning difficulties; j) adult education;

k) use of instructional equipment; 1) others.
123. (Staff Personnel Administration) Understand and apply, practical strategi'es

fOr the district-wide programming and monitoring of staff personnel functions.

The Functions: a) Recruitment, selection, induction, orientation, schedUling.

supervision, evaluation, promotion, retention, and dismissal of professional

and nonprofessional staff Personnel; b) inservice education or professional

and nonprofessional staff personnel; c) maintenance of staff personnel

records; d) dealing with irregularities in relation to staff pefsonnel;

e)
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Stephen Austin State University,- Nacogdoches,
Program Narrative; Final Report. 1976'

lexas, PrOjec in-Ca eer Education,

JOB DESCRIPTIONS-

pirector

1. Select and recOmmend all personnel employ-661in the-project.

2. frain andoriant all projett personnel.

3. -Authár.ize and ac un or all projact-expenditu es.

Monitorproject objectives to determ ne implamentati n on schedule.

5. Tnsure that evaluatson and reportpi --ocedures a etarried,out as outlined

tn'the proposal,
,

_upervise-TrOlect persenal-in 'tarrying out duties a§ p eScribed in projec

ASSOCIATE.DIRECTOR RESPONSIBILITIES-7
_

Supervise-the:business affairS f the project.-

4-','' r
.. " .

,... _ Organize e instructthional resource center. -,--

--- . -- -- .

-,.

.

9. Act as_Career Education Coordinator for the Longview P:nd Nacogdoches centers-,

Maintain continuous coordination=with,the-Carear Education Coordinators in-

Aliif and DuncanvilLe.

1. Identify twenty-fiVe -..(25youtstanding teachers whocan produce,-

demonstra,te Outstanding modules andmedia in Career Education-to educators

and the public_

Give and seture assistance for these taachers in- modulo, developmont.- Assist

ance will come from project stqff, service.centei, the

conthnity.



13. PresentCareer Education AwareneSs-information to appropriate c

curriculum, supervision; administration, and pre-serVice training,

14. Complete.aPPropriato evaluation. instruments.

: CAREER EDUCATION COORPINATORS

15,. Work with administration

working in Career Edueation projects-

selected schools t: identify teachers whe are

and_give special assistanc6:to- heSe

teacher's.

16 Give special assistance and support to the 100 demonstration teache

-17. Support in items 1 and 2 above means.focusing resources fro SPA', the,service

center, the community, and the school district on the effor

,

'_teachers.

s of the individual

le. Makes awareness presentations to school personnel and to the ootmunity personnel.

19. The coordinator will be active-in estah1ishing-a-working7relationshiplletween

choolland..such organizations as-hospitalS, industrieg, -labor,

_and other interested groups.

civic clubs,

-420. Wi1l_faci1itate'the-parti6ipation of demonstration'teachers in the conduct of

aWareness sessions ana other forms of sharing:

21. Will organize Career Education teams in schools with demons ration teachers as

leaders.
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GUNDEASON,Jlrley D.,and others;
PROFESSIONAL EDUCATION-COMPETENCIES OF COMMUNITY COLLEGE INSTRUCTORS, .

OREGON STATE UNIVERRTY Corvallis, Divis on o Vocationa ult

and_ Cottunity College Education; July, 1971: -VTO 13608.--

Common rofes ional Education Competencies

of Cotm ity College Vocational Instructors

Factor I

Adapt your appearance and ippaiel to acceptable
standards-for instructorS:

Maintain student performance or progress recOrds.

Adhere td the code of-ethics adopted -in-your:
,community.college.

Interpret- the philosophy of.the community college_
in providing vocational programs for the-student.

,

Select textbOOks and instructional materia
the.classroom, shop or iaboratorY.

Motivate'students in the-cl'assroom; shop
laboratork. .'n

7. Interpret yoUr Vocationa program to others.

Provide appropriate practice for-development of

-basic skills.

Jnterpret the objec
to others.- .

ves'of vocational education

Maintain a clean,- orderlY'Jaboratory er classroom.

Maintain:student attention during-classroom
3,res-entations or demonstrations..

-Identify 'Students in need of counseling-or guidance.

13

.

#

Participate' in professional'organizations related
.t6, your subject matter area.

Maintain discipline in the classroom, shop or-
laboratory.



Participate in outside-trade, business, or profes-
sional organizations relatedjo your subject matter
area.

Inform studentsOf the-nature and requi aments of-
-specific occupations.

Work:cooperatively with peoPle,in
0

the community.

18: Make us Of,available guidance and couns
servides Within the'community college.
_ .

19- -Be stimulating-in your work as an instructor.

20. :,Interpret safety rules and regulations to studentS.

Factor II

21: Interpret the provisions instruc o

22. Interpret the innovative p ovisions of the Vocational
Act as amended in 1968.

Interpret.the goals,and ob ectives-ofvocational-
.

education._

---Interpret-the goal's_Of!general _education,:

Interpret the history of vocational.,education-:.

26. Intetprat state cer fication requirements-for ins

27. Locate available, standardized tests

28. Interpret the state.specifications a
for vocational. facilities.

-29. r'Interpret the-philosophy of the comprehensive
.community college_

Interpret the legal liabilities of a 'teacher.

31. Direct, advise, or promote student participation in
competitive events or youth organization's related
to vocational education.

.Use the State Plan for Vocational Education kn securing
reimbursement for vocational programs.

thu

34. Identify the similarities and differences hetw
the goals of 'general and-vocational education.

on



-Distinguish-between om mOre ediidatiOnal

tnterpret.the soCio4conOtit Oass structure of the
lacaLComtunity knrelation- to'students. enrolled in
votational'programs"..-..

. Interpret community college politics.

Factor III

CondUct-a. shop or laboratory- demonstrationjOr' an -indi-

-vidualstUdent.-T
I.
t-

Providelpr4ctical shop or laboratoryexperience.
enhancp cldssroomjearning.

4 Develop aUdi visual materials for instructional

purposes/.

41. Utilize'dndiVidu4ized instructiOn ma
teaniques,

erials and

42. kelate the.courseof study to measurable performance
objectives-

Develop classroom instruction based upqi thethidividua
needs of the learner.

44. Providetappropri te practice for developmen
of basicklskills.

- 4

45- Write'p4:formance objectives.-

46. Teach at the student's level and ra e of learnin

47. Utilize written.shop; classrookand laboratory
equiPment organizational plans.

48Use:a student-centered teaching style'.

49; Develop performance tests to :measure achieve ent-.

50.--Develop student leariiing activities to facilitate

instructions.

51. Use programmed learning materiAls;

305



Pactor IV

- 296 -

52. Aid the student in obtaining job pIacem
training.

It After
,

Secure on-the-job training positions ior students.

54. Use the State Plan:for Vocational Education in

securing reimbursementiforlyocational.programs.

55 Use the results of standardized test scores for job

placement.

Provide prograts for the student with 'special needs.

57. Write articles for news releaaes.

-
58. Conduct follow-up.studies for- purp

effeetivenessof instruction.=

s of determining

59._ Screen ahd salect atudents for your program

60. Coordinate. 'and sup ervils e Cooperat ive work experience -

programs.

Factor V'

61 Assist.in the development of the-total community

62 Interpret the philosephy of the comprehensive-
, . commUnityTcollege-

-___ -

63. Draw-from personal vocational in
instruction'.

64_ Relate the vocational program to
programa.

riats to enrich

other instructional

Factor V

65 'Aid students in entering jducational or
'

66. ComMunicate Your ideas or point of view
_

;instructors_pr_adminiatrators. _

306

occupational

tp other
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67 'Rel.ate current events associa ed with your sub)ect
matter area_tb classroom instruction.

Articulate your instriictiOnal.program with other
-educational. institutions or agencies',

Factor VI

69. Assist community college adminis rators initiate
and maintain vocational programs

'

70. Prepa e budgetary requests for vocational programs.



Hansen,
yT 020381, Columbut, Ghia Tha tenter 'for Vocational and-Technical Education,

. Sunny, Career Education; Teachers' Re Iiii-EllifiERIC-Series-93,

A cvrrent position paper on career development, prepared by a joint cummlssion

of the American Vocational Assetiation-and the.National Vocational Guidance Associ-
.

ation (1973), outlines distinct functions for vvious educators, including adminis-

trators, academic teachers, vocational teachers, counselors, parents, And cormuunity.-

While it gives strong leadership to fhe gaidance specialist, it suggests the fol-

lowing responsibilities for academic and vocational teachers.

The vdcational teachershould;

-Provide realistic educational and occupationatinformation to student's

and staff based on knoWledge of their occupational field,and--continuouS
contact,with. workers and woricsettinga:

.71-7

Identify and recruit_resburce.perSons
assiinthe school program.

Provide explOratork-Texperiences-in vocational-classrooms, labs and shops
_

for students not enrolled iii-docupationarpreparation, programs, and assist

those teachera who wish to:incorporate-"hands on" types of actiVities in

their courses.'-

in the emp'loyment community to -

-

Identify-basic and academic_skills and knowledge that are needed td-suoceedi

_in the otcupations of their field a"nd Communicate this,information td

academic`teachers and gudiance
,

Assist academic teachers and guidance.Specialis s in designing appropriate"

occupational exploration experiences.

Provide studentsowith information about vocational offerings and guidance

specialists with information about the kinds of careers for which students

ar-e-prepared-
_

_Asliat- students enrolled,in mocational prdgrats-to-Analyze-and-inte _ret

their learning exPeriences for better- understanding of self in relation

'to occuPations and the, world of-work. ,

Plan and proyide vocational instruction which prepares-student
adJusf, progreSs,-and-change.jobs in'an occupational field.

9

Assist:studentS,in-identifying a- wide range of occupations for which.thei

vocational instruction is-applicable.-

10) Encourage emplOyersto-assistAn,expanding student.a a eness-of Career

opportunities. '

111 Arrangeohservation activitieS or parttime employment for students and

tschool staffto help:them learn more-about occupations'and work settings.

-0'08



12). Participate it the,planning and-implementation'ef a comprehensive:career
education=programosition Paper%on Career. DeVelOpment'," 1973.:..-- 14-15).

.The_academic. teacher should:,

ProVide for easy transition of studen s from home to school, from one i
school environment to the next, and from school. to further-education or.

employment.

14). Provide stUdent .with'curriculum and related learning experiences to,

insUre the deve Opment of baSic-concepts of workand thd, importance of

those, Who perform-work.

ProVide group 'guidance experience8,'with appropriate aid-from the guidance

specialists and Vocational educators to,regularly demonstrate the rela-
,

.tionahip betWeen'learning) and jOb-requirements

Help parents understand and encourage the career development process as

it relates to their. children.'

_ . .

17 Provide opportunities within the curriculum for Students to have deci

' making experiences related to educationaPand vocatibnal planning.

18) AssiSt the istudent in synthesizing of his accumillated career development

experienceA to prepare him for his'ongoing educational transitions: ._
.

19) Provide career exploratory experiences to help students gain an under-_

standing of worker,characteristics and_work requirements.

20) Provide experiences to help,students increase their depth of understanding .

of personal d'apabilities,'Entereits and. possible.iimitations.

21) Provide for career_preparation experiences sufficient.to enable the indi-

vidual to 'acquire [sici-skills necessary for ,entering.and remaining in_

the world-of work.at a level appropriate to capabilities.and ekpeetationS.

22 Provide., as an extension of- the in-school learning.eXperience,'opportu--
nities for the individual to experience work first-hand in a.non-threat-

ening environment ("Position Paper on Career pevelopment," 1973: 1516).-

ir---another±document Hoyt:identifies-seven responsibilities of the clasSreom

The classroom teacher is expett-ed-to.7

23 eMbrace and adbpt.the basic assumptions and-goals of 'career education

, for hemselVes...and dedicate'a portion of their efforts tewards accom-

plis nt of these,goals..:.

are of and Xnowldgeable concerning theeareer'implicatiens
ive content they seek to 'help students,learn....

variety of means.available for
_93t&s.t he seeks
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26): .emphasize career implications in ways that will bring dignity to all

nest Work and to all persons who perform such_ wOrki...

27) ....emphasize Career implications as a means_of motivating students to

learn mOre--of-the--substantive content the teacher is attempting to teach.

_28) .seek out and capitalize on cooperative prpj s involvingTthe-e_forts

-Several teachers, or even the 'entire teaching staff.,,.

,

.29) .work cooperatiVely with those charged With responsibility fo

omponents of career education (80ttoms-,.et,a1.,-19/2:

Senior High 30) assist,in clarifying the career decision process
in relation to Self.=

help the student hecome aware of preferred life
styles.

_

other

32) help the student reality-test his self-conCept
,through tryout experiences.

continue to-fia.Tdh ilarvbcational-and_avocational as ects
and iMplications of school subjects, including the
structure of the subject, the structure of related

career fields, possible college majors or vocational
sPecialifies, and educational or-vocational paths.

Identify ways in which the'student--can gain work experience.

-identify, use and adapt resources appropriate for_this
level.

convey to each student=that he or she is a worthwhile
person whatever his occupational or educatiOnal -goals-
.or life-st)qe aspirations (1972b: 15-16)..

Common teacher funcfions mentioned by several writers (Tones et al., 1972;
Hoyt,-1972; Drier,- I972b; Hansen, 1972a; "Position Paper on Career,Development,
1973;Swain, A971) include: (1) needs assessment; (2) curriculuM writing; (3).
relating sUbjects to career; (4) greater teacher responsibility in counseling
and gnidance; (5)-creating learning activities, units and Courses; (6) utilizing
schooi and community resources, e.g., worker interviews and field Visits; (7)
creatirig-special "'programs for special needs; (8) assuming special in-service system

and building-responsibilities;



0

kStud- 'oE the_Career Education'Competencie8 Considered:Needed by Elementary=and-
Junior High School-Teachers in Selecte_ Sc-ools in Orego%

.Eugpne, Doctoral dissertation, Oregon State.Univertity,,f973.
,

'Fifty competencies in
teachers_should_have.

rank order of importance. to the Proficiency, lementary

Identify the Careers represented a ong:the pate.nts of your'students.'

Utilize learning adtivities that foster wholesome attitudes
worth and function of_work in all fields at all level's.

-6.

regarding the .-

-Understand-the total career,educition program -ithin yoUr school dis
and identify your'role in the total progxam.

Help stUdents realize that responSibility and decision Making.are pr
career development.

Identify people in the local communitrwho are willing to talk to students
,

about their occupations and ,keep a directory of 'conticts made.

Diiect-students-in-analyzing the direct relationship_between competencies
developed whife in school and those needed in occupations as well as, in

. citizen, vocational and family life roles.

Discuss with students the interdependence of occupations and how. afl wor
contributes to the effective functioning and'well=being of society.

Utilize selected reSOurce people in.clasg topresent. career inforMation
=closely,allied to-their occupational specialties. ,

Identify tareer'awarenesS and/or exploraory resou ce mater
material, games, Literature, 4c.

4 , ,

10. DiScuss and illustfate.foi',students how people-in:%arious occUpations also
function ikother life-roles, as well. (i.e., a citizen, family Member and
user of leisure time).

_

11.- Conduct field-tripsfor career awareness andior explo ation.

HUrectistuden s in identifying the tasks performed by,people in various
Occupations.

1 __Evaluatejor classr om application, variOus sources of career information.

career.

members ih-presentiWinformation-on-theixl

-,
Utilize careergawareness and or exploratory resource mate ial
material, games, literature, etc.-- _

uch as A.V.,

,16. Ident'ify resources and/or services available from _he community for enriching
the carber_awardness-and/or,expioration programs.



17. Direct students in identifying careers that require some form
tion..

-18. Utiliie career awareness and/or exploratory resource ma erial such as A.
material games, literature, etc

students in analyzing the career cluster iob family concept.
. a

-20..Eváluate for 'Classroom ap1ication, va ious sources of career information.

21. Direct students
pations.-

n'identifyingthe-tasks_performed by people in various occu--..

22; pitilize Career awareness and/or,ekploratibn teaching guides that have been,
%developed.

23. Identify career awareness-and/or exploratory resource- aterial such as A;V.
material, games', literaturei

25

Discuss and illustrate for students how people in various occupations also
function in.other life roles as wel .(i:e. as citizen,- family membei and
us-or of leisure-time -n

'Establish-and. maintain working relationships- with.local butiness, industrial.-
and labor perSonnel in developineand iMproving.career awarehisS and/or
exploratory programs.

Identify appropriate meaSuring devices for students to use in. assessing
their interests, attitudes and aptitudes Is they relate to-future career
decisions.

27 Utilize "hands-on" or applied classroom proje
workers are simulated.

28. Direct students in studying the occupations involved in the day-to-day
operaitons of,your local school system.

sin which,the tasks of real

29. Utilize appropriate measuring--.devices to, guide students in a elf-understandin
of their-rinterests,.attitudes and aptitudes as-theyrelate to fUture career

- decisions.-

30. Utilize individualized initrUction.material develo ed for
awareness and/or exploration.

use in-career

Utilize vocational literature and data for

'Direct students-in obtaining information
enployment services.

guidonce_and counseling staff to
awareness and/or exploration.program.

34. Direct students in using classified ads

implement and-improVe the ea eer

o identify and describe occupations.
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35. Difect:siudents in using the-Dictionary'of. Occupational Titlés--(D.O.T.)
-identify-and deScribe occupations.

6. Direct students :in identifying those vocations that-can become avRcitions and':
aVocatrons that can,and-have become vocations: k

Distinguish for students relationShips.between occupations 'ansi avocations.

.Qirect students in
parqnts and othe'rs

Direct studenti in
-pf others'that are

'developing a questionnaire appropriate .forinterviewing
about-what they do

, -

making-a task analysis,of their parent's
of speeral interest.

-
ocCupation

Utilize aevelope tpsts that measure the.atilievement of carper awaren

exploratory objectiVes:
. ,

Direct:students in=identifying the -Salary evelsFa2nd working Conditions
valious occupations, studied in subject matter units covered in:Class..,

42. Involve the parents of-Class members in presenting information on their career.

43.
-

Identify available tests that
and/of exploratory objectives

Identify,for classroom applic
Arends and needs.

measure ,the achievement of career a

tion the hationa

Direct students in assessing the-life
. tions.

eness

egional, and Jo al manpower.

tyles atSeciated with varidus occupa---,

46. Develop tests that measure-the achievemen_ o
tOry objectives.. -

47 Identify the-career

career awarenes and r ex la-

represented among the parents.--of your

Direct students in analyzing how social

careers. r

students.

-

interactions differ among various

49: Direct students in identifying the type Of tools';
Ment useorby people.bryariousocCupatiqns.

0. Understand and apply
.

various theories Of

of Super, Holfand,.' etc,)

-Fifty :competencies in-rank order o
teachers should hav

. ,
_

career

clothes material an4, equip--

development (e.g. theories '

mportanee as to the_proficiency jUnior high

51% HelP students alize"that responsibility and-decision making are part of caree

development.

Help students recognize advantages o reer planning.



,

-Identify resources and/or ServiCes available from the'pommunity or enrithing'
.

the Career Awareness and/or exploration prpgrams.
. . ,

Utilize, learning activities that foster wholesome attitudes regarding the
worth and function of 'work in all fields at all levels.

IdentifY foristudehts the career oppOrtunitips related to subject rnattr
. units coveted in class.

Discuss with stUdentS-the interdependence:of occUpAtions and how all_work
--Contributes to thereffective fthictioning andwell-heihg. of soCiety.

Direct students in doing research on occupations,that- are of 'interest to.them.-

Utilize selected resource people in class to,present career
allied to.their occupAtional,specialt%es.

. .

Direct students in Analyzing'the=direct relationship:between coMpetencies7_
_... _ .

_-veloped while:in schoOl and thosOneededin occupationS as-well as in citizen
. _ , _-

avocational'and-family life roles'.---. -, '-
___._ _ _-.

.

-; =---,--_,,
.. r

information closely -

Direct students in identifying the phmsical and intellectual requirements of,
Occupations related to subject matter unitS CoVered in class;

6 1
Identifygpeople in the loca -community who are willing to talk to students
,about their'occuPations and keep a iliPirettbry 'of contacts made.

Understand the total career'education program within Your School district and

identify your role in the total program._

Direct'students in Identifying occupations
Interests and 'abilities_ .

-compatible with their-
Direct students in identifying careers that require some form of higher

edudation.

7Provide for student discussion of their career laspirations.

66. Canduct field trips for career:awareness-And/or exploration.

'67.'.Direct students in identifying-careerf:that require.alligh sChOo
a GED,

. _ . .-,..

-6.. Utilite career.awareness and/or,exPloration, _

,..develeped.: :

eaching guides that have been

Direct'students in studying the occupationslinvolVed ih he day-to-day ope

ations of'your local school%system.1

. Direct students in iden
,
occupationS:relatedte.s '-ect matter units dovired in-:ciass.

. ,
...__ .

Direct students inJdentifying occupations that are compatible with their
1

interests-and,abilities.
..,

ng,the physical and intellectual requirements of



72.Distiiguish fOr studen s relationships between ,occup.tions and avocations.

73:- Identify for students the career -opportunities related to subject matter units
covered in class.

7 Directstudents indeveloping a questionnaire appropriate_ erviewing
parents and others about what they do in'their

75. Direct students in doing research on occupations that are of interest.to

Direct studenta in-analxiiiig the. Career cluster job family concep

77. -Direct-students- in making a task-analysis of their(Parent's occupation or,of
others-that:are of special interest.

r
_78 H:drect students.in analyzing how social interactions differ among 'various-

-career$

Provide for. student-discussion_af_theireareer-aspirations.-

80 .1.1tilizer'"hands-on" or applied.classreem piojects in which the task of reaf:
,yerkers are simunl.cd..

81. Identifying those vocations that can become-avocations and aveca ions that
. can and have become vocatIons%

.82. Direct students in identifying the,type of tools, clot _s
ment- used:by people j_n-variouS obcupations.

mateFial and equip-
.

'Work- with guidance and counseling staff in implement and-itpiove the career
awareness and/or exploration program.

84. Help students recognize advahtages of career planning.

85_ Identifying careers tharrequire a high school diploma er a GED.

86 ptiii4 ationalliteratureand date:for class assignments-
.

. ,,

,,

fstablish 'Ids-maintain-working relatienships with local business; industrial
,

. . ---
. and labor personnel-in developing and improving career awareness and/Or explOr- ,-

a-tory pro ams.

'Utilize indiVidu
'less and/or exploration. _

ructjon'material developed for.use in caree aware

89. Utilize develdped.tests7that measu
Land/orexploratory _objectives,.

_ .

'

.- Direct 'Students in. aSSessing the .11

.=:

he achievement.e career awarenesS
-1

- yles associated ith various occlopa-
,

9 Direct students-in using-c assified-a Idefitify and describe ocCupations.-
-
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.92. Utilize-appropriate measuring devices to guide students in a self-understanding
. of th6ir interests, attitudes and aptitudes as theY relate to future career'

, decision's.

93. Identify aVailable tests that measu e the achievement
and/or exploratory objectives.

career awareness

94. Direct students:in identifying the talary,levels and working conditions of
various oocupations studied in subject matter Units covered-in class.

Develop testS that measure the achievement of career awareness and/or explor-
atory objectives.

96. Using the Dictionary of OcCupati-nak Titles -MQ.T,Yto identify and describe
oCcupations.:

97. identify appropriat6 measuring deVices for students to use in assessing their
interests, attitudes and,aptitudes as they relate to future career decisions.

98. Direct,students in obtaining'information on manpower trends.and needs from
the local state employment,services.

99. Identify for classroom application_the national, egional and loeal manpower

trends and heeds. .

100, Understand.and apply various theories of career_ development
of Suppr, Holland etc.)

theories.



_PERSONNEL COMPETENCIES IN:THE 1MPLEMENTATION.GF CAREER AND OcCOPATIONAL_PROGRAMS
Joyce MalYn-Smit Boston University, Boston,: unpublished, 1976. See individual '

referenCes -on- page 316.

, In implementing a program of Career/Occupational Educa ion. the Senior
High Teacher should:

.

assist in clarifying the career decision process in relation to self
Oansen

help-the student become a:are of p eferred life styles
, (Hansen).

)

help,the student reality-test his.sel concept through tryout
experiences (Hansen)

continue-to teach the vocational and avocational aspects'and
implications of-,school "subjects, including the structure of the

Ihe structure Of related career. fields, poSsible college
or vocational specialitites, and educational or voCational paths

(Hansen)

identify ways in which the student can gain work experience
-.(Hansen)

ajors

-
identify, use and adapt resources appropriate for this level ,

. .(Hansen

_

Convey to each student tila,t he or .she is a worthWhile person what1
eVer bis occupational or educational goals or lifestyle aspirations-

._ .= = (Hansen)
!

In-implementing a program 6 Caree /Occupational Education the
:Department Head should

8. sUperviSt infusion of 'Career Education and Occupational Education-
materials into existing curriculum :

_

assist teachers in implementation of-CareeriOccupa ional Education
programs-

provide lists of available materials and resources to the teachers
as relates to their specialization

3 7
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In implementing a progr of Career/Occupational Education the

Academic Teacher shoUld:

11. provide for easrtransition-of-students from one-schoolenvironment
to the next, and froM school to.further educationor employment-. -

(rennysOn 1973)

,12. provideestudents with Curriculum and,relatedjearning,experiences
to insurothe development ofbasic concepts of work and the
importance of those who perform Work: (Tennyson):,

-.. F x

._

provide group.guidance experiences to regularly demonstrate the
relationship between learning and job requirements

(Tennyson)

4. help parents'understand and encourage the career development.process
,As it relates to theirchildren , (Tennyson

,

. .

provide opportunities-within the curriculum forstudents to have
deCision-making'experiences relatéd'to educational and vocational

planning (Tennyson)-

16. assist the:student in synthesiz ng of his accumulated career develop:-

ment-experiences to prepare him for his ongoing educational transitions
(Tennyson

17. provide Career exPloratory experiences to help students gain an
understanding of worker characteristics and work requirements'

(Tennyson).

provide experiences to help students increase their depth of under-

standing of personal capabi ities., interests and poisible limitations,-
ennyson)

_

provide. for career preparation experiences sufficient to enable-the'

individual to acquire skills,necessary to,suCceed at his chosen occu

pation within his capabilities'

20. provide opportunities for the individual to experience work-first

hand in a.non-threatening environment (Tennyson

21. refer-students to Mbcational.Education.teachers and Counselors for

additional'career information
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In implementing a program-of Career/Occupational Education the,
Vocational Teacher should

22. provide_ralistic educational and occupational information to students
and staff based on konWledge of their oCcupational field and continuous
contact with worke s and work settings (Tennyson

identify and recruit resource persons in the employment coMtunity to
asSist in the school program. (Tennyson

-t24. provide exploratory experiences in
shops for sfudonts not eniolled in
and assist those teacherS who -wish
activities in their course$

vocational classrooms, labs, and
occupational preparation programs,
to incorporate "hands-on". types of

(Tennyson)

25. -identi.ky,basic andacademic Skills andicnowledgethat- are needed to
Succeed ,in the occUpations of"their field-and communicate thi$. infor-

mation to academic tdachers-and guidance-dounselorS
--

26. provide students withinformation about vodaiional offerings-and
guidanceSpecielist with infnrmation aboUt the-kinds of careers
which students are prepare,0_,. (Tennyson)

27. assist academic teachers and guidance specialists n designing
appropriate occupational exploration experiences (Tennyson)-

plan`and provide vocational instruction which prepares students to
'enter, adjust to, progress in, and change jobs within OcdupationaI
fields- (Tennyson) .

29. assist -students in identifying a wide range
their vocational instruction is , applicable

odcupations-to-which
--(Tennyson)

_

encourage employers to aSsist in expanding- student
career,opportunities

. .

awareness of=
(Tennyson)

,arrange- observation activities-orspart-tima employment-for students
and schooLstaff to help-Ahem learn more about occupatiens and
Work settings. (Tpnnyson)



In imiaementinga program of Caree-Mccupational.Education the .

:Guidance Counselor should:

32. use career guidance techRiques to demonstrate awareness and the
decision-making process

-find an exploratory o experiencial learning situation in the school
environment A

design-a-workShop_to Make others aware of the elements of Career
Education

15. infuse affective Career Education concepts into 'lesson plans

_

mobilize skills which are pertinent t Career Education-36.

37. demonstrate gUidance techniques, such as constructing and_using-ra ing
scales..nsing _role playing,.constructingjob ladders, interviewing
techniques

38. inform community, and parents about the goals of Career Education

9. compile list of resource people in the community and school'

write & administeT queStionnairps and condUct,interviews.for both
prepare ion and folloW-up of field trips-:

320



In implementing a program of Career/Occupatioflal Educations the computer

staff will be able to:

41. help students learn about and understand the range of present and

potential career opportunities

42. encourage persons in.rhe process of career exploration and.deCision.

making to seek out Vocational information on their own -

increase.awareness of major sources of occupational information-

44. support related programs including Career Education, Career and

_Employment Counseling and Manpower and Educationalr-Planning.

(Ohio State Module 5)

In-implementing a program of Career/OCcupational Education the members

of the support personnel of a-schoOl will be able to:

45 assist tn the early identificalion, diagnosis-, and remedial treatment

of:probleMs. which are detrimental-to the.learn ng process:and to the

individual's potentialitie,s

46. take'necessary action based on complete information about a student's

lifestyle, personal Characteristics, work experience, and school and

non-school problems and experiences

47. serve as a resource person to teachers in the lower grades_

48 proVide,materials and .interpret jobs and job opportim ties in their,
,

own.and related fields

_49: help parents understand the relationship between a student's. )oten-

tiality and his aspirations



-312.-

In implementing a program of Career/Occupational Education a Teacher

Coordinator in a vocational cooperative program will be able to:

SO. select and maintain training-stations that provide- the best possible

training-for individual students depending on their needs and vocational

goals

develop a comfortable working relationship with the training sponsor

appointed by the employer for each cooperative stildent

52. design on-the-job learning experiences for cooperative,students
.=

3. design participating experiences and/or projects for students who

are not in the cooperative program

54. relate classroom instruction to -actual on-the-job situations
_

55. ,apply.principles involved in disseminating information to students

-parents regarding vocational-education

and

6. develop policies to serve as flexible guidelines in-the selection of

students for both the 'cooperative and the project plans of the program..

assist student-acCording to his vocational interest, aptitude, and

ability-in selecting-the most appropriate oa-the-job training

placement

.(2hiaState Module 5)

in.implementing a program of'CareerJOccupationa1Education the---

arian will,be able to:

obtain background in informational services for Career Education'

work with other _5611001 staff in developing a Career.Education

60:''coordinaie Student activitieS in developing a Career rhformation

e to teachers,,Ca EduCation materials for classroom use

(Ohio State Module



In imp ementing a program of Career/Occupational Education a Parapro es-
sional will be able to:

.62. take charge of the career information center

63. assume leadership roles in dealing with preplanned groups

64 maintain amkpromote school=commitnity relations

65 provide students with materials and information-on Career Education
and Occupational Education and community services

66, assist staff in their Career Educatioh and Occupational Education
programs

In implementinga program of Career/Occupa
will be able to:'

67. recognize the need for and .the importance of a comprehensive program .

for the students ih hks own-school which is articulated with all
others in the system

687 plan-for ahd'zmplement.in-service programs deSigned to provide, the
instructional andfcounSeling staff with-the concepts,- procedures; and'
materials necessary for-the accomplishment of Career Education
programs

model support and reinforcement for the staff, stressing that Career-.
Education is important

communicate to the community, throughhvarious media the elemen s of
.Career Education and the aSsumptions on which it is -ba'Sed

(Ohio.State Module

onal Education a Principal

_initzate_contadtS,,between_ chool.and_community.Tersonnel_concerning _

programi available.in local"business and industry to support Career
Education

(Ohio-.State _odule _
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In implementing a program of Caree Occupational Education members of
the School Committee will be able to:

72. organize a functional program for all stud-ents at all grade levels

73 ,provide funds' for faCilitieS', supplies apd matelials at all grade levels
and for employing specializedstaff and Clerical assistance

74. appoint teachers who are career educatidnally minded and who can
complement.the skills and abilities of the.present staff

75. -eficourage in-service-preparation arid development, by the staff at all ,

grade levels of skills and competencies in the Area of Career Education2

-76. influence community to cooperate with ,Career Education and OccupatiOnal
,Education programs

77. influence media to cover
Education programs

successful Career Education.and Occupational

Ohio State'Module 5



In implementing a program of Career/Occupational Education the Superin-
tendent of,Schools willte able to:

78. encourage,follow-up studies Of graduates and non-graddates,'community
-bccupational-surveys, and self-evaldation studies as aids to meet the

needs of the community -,--

79. employ new personnel wthose philosophies of Career Education are consistent
with those held by tbe school system and wile can snpplemént the skills,
,abirifies and experiences df the present staff

80. assist the school4oard members in their understanding of Career Education

8l -. accept the fact that pr6gram of Career Education will cost money,
that specialized personnel most likely must be-employed, that time
mustbe provided'for-the performance of the program, and that facilities,
equipmpnt-, supplies, Materials-and aSsistance must be provided

82. recognize that it is a long term piogram,-applicable at each gra_e
level

provide for in-seriv6e activities of both present and:new staff members

involve students and par4nts- in the deVelopment of-curriculum iii

Education

85. provide students'and staff with a-Career Aformation Center_
a

86._ inVestigate, evaluate, and implement various delivery systems,such
as VIEW (vocational information for education and work) computerized
informational systems, games, and simulation activities

publicize successful Career/Occupational Education programs

promote Career Education ind Occupational Education programs to
influence members of the community .

1-9:: Ohio state Medule.S
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CAREER EDUCATION PERSONNEL MODEL
ELEMENTARY ADMINISTRATION MODEL,
University of-MIEHIgan-TAIIH-Xibor, School of Education' VT 101028 (No date

7 7

COMPREHENSIVE MODE

s,-

_ (teachers counselors administrators)
_

1. 'Use community people as career education resource personnel
2. Provide student awareness experiences.
3. Develop interpersonal skills

Utilize career oriented materials.
Utilize career education inservice training.
Ut'lize individualized motivational systems. .

' P omote student self-evaluation
D sign oPtimum career-learning enviionments --

Involve teachers in revising instructional programs
Practice'a career ed philosophy

11. Design oPtimilm career learning environments
12. Develop a career education rationale.

Define career education concept,
Evaluate career Ed programs

.15. Plan career oriented instrUttional facilities.
-

-16. .Provide active career education leadership
17. ,Utilize parent organizations
18. Recruit career oriented staff.
19. Use community peoplrias career education resource personnel
0: Utilize, instructional feedback information

_

I Involve parent organization in.instructional evaluation.
2 ProMote student's acceptance'of responsibility

23; Utilize career oriented materials:
24: ,Develop interpersonal skills
25. Utilize deeision'makingiscomPonents.
26. Establish career education performance andards
.27. Write teacher selection criteria
28: Identify potential drop-outs
29; identify career oriented consultaht services
30. Establish career education priorities
31. Promote student creativity.
32. Disseminate local career education activi



r'
Newton, Mark, and Peck, Vincent J., ,"Career Education:

_INTERCAMBIO INTERNACIONAL; Western Kentucky-UniversitY
January-, 1976--,-, Vol. I, Number 4.

Career Education Co :encies_fbr Elementary Teachers,

Explain that there .is inherent dignity in work '
Flelp.the studentsdevelop self-confidence in their ability'to fulfill task

. -responsibilities. .

3. Make the students aware of themselves and their present capabilities
4. Be familiar with various reseurces available for dareer education
5. Integrate life txperiencei of'the teacher, students, parents, and available

resource people in classroom instruction
6. Provide student with "hands on" 'eXperiences to enhance and increase awareness

and explore basic 'skills
Help,students-with personal and social problems .that hinder 'areness

Conduct field trips oriented to the world of work
. Explain tharelationship between education and career,plans

10. Utilize business-and industrial leaders as resource and advisory
11. Understand current concepts of career 'education and understand.yum sthool

s;rsiem's plan for implementing career education
12. Relate the value of basic skills acquisition as neces§ary -foundation for

future occupations.
13.. -Understand your roZe and the role-of superiors-and peer groups in career Ed

14. Motivate the student towards thinking about careers-
15. Utilize community members, professional,-service, social, fraternal, and

religious Organizations for public relations iervices
16. Involve students..in planning their own unit activities.

17; Develop instructional materials related to career Educatpm
18. Involve parents in the'students' career development.
10 elate the importance of work in the sOcial and economic development of a

society. .

20: Develop cdreer based programs-for gifted\ tudents.
21-. Evaluate your own.teaching in relation to career Ed objectives.
22. Provide%-knoWledge of the primary needs of man and-example's of how they a

met through tareers - . 6 =."

23. Teadh communication skills in work and interpersonal situations.
24. $ Teach appropriate interviewing.techniques.
25.- Have workable knowledge of audio-visual and teaching faids,especially pertaining

to life-centered activities-,and 'career Ed.

26. Formulate lessons and behaviciral objectives related to career Ed'

, 27. Effectively garry out simulation and role playing in the classroom

$

A Move Toward Relevance,"
Bowling Green,Kentucky,

n Order of Importance.

,

career Ed ..

28. Develop career based programs for disadvantaged 'students
29. Create an awareness of changqs in world of.work
30.. Explain .bow making friends helps to develop a self-concept
31. .Explain new teaching nethods being used in,areer Ed-to parents

Cerned persennel

and other,con-

nir o ir dPromote 'career Ed within tile home by keeping-the parent.informed -a
r

R
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ton Oltext___E,_;5taff_Eleve1OpmnIJI_GOIdelines- nd-Prededufes for,COmprahensiVe

Career Education;ColuMbus,-Ohio: The Center-fo Vocational.Education, Ohio ,State.,

-Universityl,:j475,

CAREER-EDUCAT _ETENCY STATEMENTS FOR ADMINIST TORS

'Competency Statements-

1, Involve teachers in revising instruCtional progr

. _Evaluate career oriented durriculum

3. Sell career education-to community.

Promote student self: evaluation.

Publicize career education in the community.
,

Establish-student feedback systeps.

_

. Use pre- and post-assessment techniques,

8. Utilize-career:education accountability:mode

career education-inserVice
= _

a-tarder:educatiOn philosophy,

11,- Design:optimum careei.-learning'envirInments.
. _

_

12. --Develop:acareer education-rationale,
,7

3:16fine 6areer-education concept.

. Evaluate carpereducatien programs.

15.- Plan-Career orientedinstrultional
,

16. Provide active career education leadership.

19.

Utilize parent organizations.

Recruit career oriented staff:

Use community people as' careereducation resou

-Utilize instructional faioack information,

ce personnel,

21. Involve parent organizations-in instructional evalua



_Promote student 's-acceptance_of responsibili

' 23. Utilize career oriented materialsg.

24. Develop interp 'tonal skills;.
,

-25.-.Utilite dedision makfhg components-.',

20. .Establish career:education performance

27. Write teaêheielection criteria.

28 . -Identify, pot en-tal- drop-Outs

29. Identify career oriented' consultant services-.

30. Establ' career education prioritieS.

L Promote student creativity.

32. Disseminate local career-education activities.
_

33. List decision making components.

34 Utilize program review committees

5. Participate in professional educa

36. Expand-.world:of-work experience

37. Implement self learning cente s-

ion_organizations.

38. ttilize indiVidualized iotivational'systems,

39. 'ProVide student awareness ,experiences,-

40. Write career education goals.

41. Design career education skill programs.

orientediprograms.

43.- Moñitor-erQnomfctrénds.

-=

44. DeVelOp lonurange àareer education plans.-

45. Utilize classrOom management techniques.

46. 'Coordinate student placement ServiceS.

47 Monitor societal trends.

48. Identify school's role in student placement.
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1dentify cooperatfve education function.

Monitor education trends,

51. Identify atea skill center function.

52. Describe_caree=
53. Identify caree

edudation delivery systems .

education legal. aspects.

'CAREER EDUCATION:COMPETENCY STATEN

-,Compétency Statements:

NTS FOR TEACHERS

_54._ Promote students acceptance of responsibility.

55: Use Community peoplb as career.education resOurce personnel.

56. :Provide student awareaesS ixperiences.

Promote student creativity, ,

Develop iaterpersonal skills%

-Conductoareer oriented .field trips.

60.. Utilize career oriented materials

careei education inservice

62. Utilize problem solving skills. ,

Utilize individual,motivational systems.

_64 Promote student self-evaluation..

-
Design world of woak learning-activities.

. Design optimum -career learniag enViroaments.

67. -Involve teachers,in revising instructional program

Utilize career oriented teaching methods:,

69. -Utilize career oriented library resources.

70 . Expand world of work experience.
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- 71. Implement self learning centers

-72,--PraCtice-a career eduCation philosophy

73:- Utilize instructional:feedhack-informatiOn

74.. Evaluate career oriented curricUlum.

2-
75. Assess student performance strengths.

76. Identify community career oriented reso

77. Design life oriented programs.

78. Assess student performance handicaps.

79 Provide active career education leadershiP.

80 Illustrate academic and vo-Cational skill relationships.

- 6

81-. Establish student feedhackysyStems;

.82 Utilize decision naking -components'.
, =

83. .IOntify otcupational,reouirements,.,,

Atilize career oriented situlation tec n

85.- Identify employment opPoTtunities

IdentifTemployment_Procedures-

87. LiSt decision making components;

Use pke and post assessment_fechniques.

9. Define career education Concept.

90 Develop a career education-rationale.-

-91. Develop short range-caTeer edUca,,ion plans.

92. ,Design career educatioifskill.programs.

93. Plan career oriented instructional facili

94. Ut lize prOgram development skills,

95. Determine career .development options,:

96. _ Idntify.occupational clusters



97 Employ task, analysiS techniques.
-

98. Develo0 ionurange career education plans,

-99._ Describe work ethic Concept.'

100 Coordinate student placeMeni services.,
.

0 _Providestadent.dwarenoss exper enCes:

102 Define career education concept'.-

103 -Utilize-career education' iniervce.. training.

-104. Utilize individual motivatiOnal'syttems.

105. Invelve teachers in revising instructional units.

106. Promote student Self evaluation.

107. Evaluate career oriented curriCulum.

108 Promote Creativity.

Utilize problem solving skills.

110, Deverop interpersonal skills,

111- 'Promote studentsJ'acceptance-of-responsibility/.

n112. Utilize parent' organizatios
--

113. Utilize career oriented materials.

114. sUtili.ze group counseling techniques.

115 ,UtiIize,decitionmaingcomponents.,
,

-116. Develop-a tareer education rationale'.

117. 'List detision

Utilize career oriented-library

119. Provide active career education leader

-- 7
120. Publicize career education in the tommun

121. Practice a career education philosophy.

118. sources

hip.

122-. Use pre- and post-assessment'techniques.

ty.

123. Use comMunity, people As career education-resource personnel.



124. Design world of liork learning activities.
_

125. _Write career education performaikce objectives

126. Develop a community resource file.
i

127. I:)sign 'life oriented program

128. Design'unduplicated grade level

129.

career education

Conduct career oriented field trips.

curriculum.

130. Parti ipat.in professional education organizations.

Establish student feedback systems;

132. 'Expand

134.-

orld of workr experience'.

Establith career' educatibn.performance standards._ , .

Illustrate adademiC and vocationalskill relatiOnsbipt.

135. Identify ocdipational clustOrs.
,

136; Assess student performance strengths;

137. Design optimum career learningenvironmpnt.

138.. Identify avocational and vocational relationships.

139: DeVejqp long range -career vducationTlans.

140 IdentifY potentidI drpp-outs.
-

141. Tdentify ethpioymènt Opiortuatits;
N-

142.- Assest student_performance _handicaps.

143 Determine'career development Options;

.
r

144. Develop carder education information service.

145. Identify community career oriented-resOurce personnel.

-146. Developthort-range career education plant.

:147. Identify employment procedures.

Identify career oriented consultant services

eDiss-eminate local career education activities.



50. Identify 'area ikill tenter function.

Describe work ethic concept.

152. Utilize instructional feedback informat on.

153. Identify cdoperatiVe education'function

-154:- Evalute.-Student'S career'development plan.

155 Implement -slf learning centers.-

'MOnitor economic trends.

157. Monito educational trends

158 'Formulate Student'th career deve opment-plan..
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h. iJtilizè career Education inservice training.
2. Utilize individualized-motivationaldsystems.

Involve teachers in revising instructional programs.
Establish-student 'feedback systems.
Provide active'career ,education Leadership.
Practice a career education philosophy
-Utilize career oriefited materials
Menitor.economic trends

9. .Establish career education priqrities.
10. Evaluate career education programs.
11. Promote students' acceptance of responsibility.
_12 .__Recruit_career oriented sfaff

13. Use community people'as career education resources 1,;eop e.

14. Promote student self\evaluation.
15.' Design optimut career\ learning environments.
16. Write career education goals.
17.' Develon interersonalskills.
18. Utilize career education,aceountability model.

.19. Previde-student awareness experiences.
20. Coordinate student placement services.
21. Utilize decision making components.
22. Monitor societartrends.
23. Sell'carper education 6 the community
24-. Identify School's role in:student placement.

Identify cooperative education function;
26. Use pre- and post-assessment techniques.
27. Monitor eaucational trends
28. Publicize career education in the commUnity
29: Disseminate local career education activities.

. 30. Design career .education skill programs.
31. Jdentify. area,skill center function.-

32.. Describe career education delivery systems.
.33. Identify career educatien.legal'aspects.
34. Define car6er education concept

1974

COMRREHENSIV1 MODEL ffeachers '.Counselors Administrator

35. Use community people as career education resource personnel.
-36. Provide stOdent awareness;experiences.'
'37. Develop interpersonal Skills.

38. Utilize career oriented materials;
39. Utilize career education inservice training.
.40. Utilize individualized motivational systems.
41. -Promote student self-evaluation.
42. Designqptiffium career learning environment.-
43. Involve teachers in revisinvinstrucfional progra

3 6



Practtce-a-career-educationphilosoph
-45. F;rovide act iye ,career -education .lendership;
46. Establish "stUdent feedback systems;



_- 328

CAREER-EDUCATIONTFERSONNEL-DEVELOPMENT.
GOALS AND STRATEGIES, GRADUATE AND UNDERGRADUATE PROGRAMS.
Prepared for The U.S..Office of Career Education, ,

Ohio-State-University, Coltimbus; The Center for Vocational Education, July,
_

UN-I'VERSITY:TRAINEES WILL:
=

1. Develop and/a' .extend knowledge and understanding of rela
eaucation,_careers 'culture and-lifeStyles :_ _

, .

identify a working definition of Career Education

onships among

Develop'an understanding of Career awareness career exPloration and

career preparation concepts._

Delineate basic principles that underlie career Education

Formulate a-career ed rationale through identification/unders anding of

CE principles and Career-related skills

Identify major goal's of CE

Develop long/short range program plans for

Differentiate hetween CE end .Career Develonment:

Identify information to be taught in the study of an .occaation;.include
identification of occupational information; goals, objectives, and skills

Identify/differentiate CE resources (references in print and community
persons) appropriate/necessary for accessing C information (occupational

-educational, and personal-iocinl)

11. Extend knowledge and understanding of the world of work, career clusters, or,

sAilar, content sources regarding career information.

Develop and/or extend knowledge and understandings regarding the,varied-.

societal segments within-a community and identify the iMplicationV =-
_

relatienships of that information ahout each.segment for careers, educatipa,

-family14ifestyles, and. culture.

Describe the duties, working condifions, salary ranges,-and other special

characteristics associated viith specific occupations within the Clusters

of'a Career Cluster system.

DeVelop a knowledge of manpower needs, andeInploymènt trends at the local

state, and national levels.

IS.' DoVelop-skills-aml,understandings reiirding job:placement and.-its impp.ca-

tionsfor. planning forteaching7learning.



-16. escribe- emp oyment-procedures=used-in- hiring personneL

Identify and develop understandings of C-ed concepts, C-eEd roles, 'and the
cooperation needed to*implement C Ed as an,integral part of Educational
-experiences' within'the community'.

Identifythe implications of C Ed for the
student.

nti e clucation each individual-

Develop' A knowledge of the historical, p'hilosophical,
.

psichological foundations:of Ed .Concepts.

apply appropriate and varied-interpersonal
planning ari :tin C,Ed experiences:

_

Identify,_study, and supply skills-and guideline
.,, _

-alienation.

ciological,- and

Ski Is -necessary for
,

signed to reduc o ker

22. :Developa knowledge of intergroup/individual differences in Motiv
'values, and Socialnorms and of influence of those differences

s at `Audes-,

Develop human_-relatronS-skills-and-group counel cchriiques to assiSt--
. .

students With se/f awareness/career explotation.v,

Develop skills to collect analyze, and utilize needs assessment data for
the purpose-of,develóping- ong/and short-term 'comprehensive C-Ed program .
lans/instructibn.

Develop an understanding and. knowledge of.child develcipment as
to,dne-Wor1U,of Work.:

26. Ident fy,C Ed goals\and objectives based on Career Development
api)rop ate to child/adblescent growth apd development.

=

27. -Develop .a knoWledge/conceptualization of-the role of prac
to achieve institdtional C-Ed goals _and-objectives.

Develop a:ra ionale-ior infusing7C 'Ed Into the cu riculum.

, 32.

- _

Identify'the factors-which influence Career choi-

'it relates':

concepts

cing' staff members

:Develop/demonstra e-en Understanding of decison/making Arid problem solving
,

kills as they rel-te to career choice-and Career preparation.

-
neede o act as a liaison and-resource person

__---

-to'kee__p the coMmunity informed of new developments in-C Ed:

the community

:Develop leadership skil\s for impleMenting C Ed,in the chool/community.

Identify/exhibit a titude and behaviors,toward careers which enhance-student
- ,

',Vr12) -self-concept develop- &rt.

_

Develop.marber Ed goals for ifusiôn into- Alocal school system program.

9



-Develop skills in planning and implementing stUdent_p a:cement services

DeVelop skills in conducting follow-up studies of) former students' (drop-
outs, graduates, and:the like) to prOvide- relevant &tt for improving---
career placement services.

,Develop-an-understanding and -know/edge of the:financial requirements of.0 Ed.

. Identify/develop ah understanding-of equality .contepts ahd roles in C Ed_-
,

aS,they_reldte to-past and present-race and sex stertotyping and trends
,among cultures and in work,:-w 4

=.1dentify financial resou es-in a-local eduta
a total C Ed prOgrad.

_
on-agency needed to support

'.Maintain.lidison with state department offices (Edutation,- fi
and. the like) for---long-shortrange C Ed,--planning.

. -.
. . .

1. _Clarify developmentaltasks and roles of perSons implementing
, .

- ,

42. Establish commUnications among career Ed.personnel regarding developmental
. roles-And task's of-persons implementing C'Ed.(K-12)

. -

: Y
*43'. ,Organize/dhoidinate school aneicommUnity undtistandin

experiences/instruction for-youth.
.

nance, labor,

C Ed.

. 44. Maintain liaison With community.groups
and implementation.

actiVi

Support fOr. C .Ed 7

es significant to C-Ed-pkanning

-Plan/arrange for.wide dotmunity participation in C Ed policy'decision making.

46 Plan/design/establish staff development fl5eI ce programs for.0

47. Develop-leadership skilll in supervision/coordination of C Ed curriculum .

..

, , :-

development and imlementation which'builds,in artitulation,-quality,'and
-. .

- improvement'of.instruction;,

-Develop/coordinate "team efforts!' (educators-and community:persons
lning/implementing_C Ed personnel-development prograniS

49; Develop/coorainate/imple-*ent !'-team tfforts" amohg school/community personnel

in_the teaching learning precess--instruction,and/or performance-experiences
ih'C a.

50.

52.

Develop a sound financial inagement plan for C Ed at the local leve

Identify and/or plan and. establish appropriate:placement and.referral services
f9r students (I(1.2).

Develop curritultiligoals and objectives whidh pertain to C Ed.

53-.. Develop C'Ed-ohjectives in'the dognitive affective, and psychomotor domaine.



%

ReviseeXistingi1strUctionalprogriMs.(K-1 7,such that C Ed goals-and.'

objectives are specified for 'various-grade leyets. '

,

Develop learning activities which-.infues-integrate career-awareness,. Cdreer
.exploration, Career preparation conceptS into.appropriate levels !of a
Curriculuin.

6. Involve students-and comMunity in the design/implementation_ Careercoriented
- ,

instruction. .

-57. Plan/implement learning experiences which are-integrated w th respect to
education, careersi-culture,- hote, family and lifestyles.

58. Plan/implement .learning experiences.. which provide the opporttihity to distill-,
guish -.among the interdependent, relationships of academic, vocational, and
C. Ed slcills and ,understandings

_

_

59. Tievelop,curricula that inclOde tho self-analysis/self-evaluation process n
c'areer.dWarene, carter.qcploration,and career preparation;

60. Develop units of instruction involving basic information about the world. Of
work

-Develop self-awareness experiences through whiCh.students can determine
the assistancen-esOurces neededyto meet their 'career goals .

= .7

Design/implement indivdualized'instructional Units oriented for.studont
career awareness, career exploration, and career preparation

%

PlanAmplement instruction which Will-:deVelop student (K12 awareness of
both past and.present-trendS of Sex roles in the work world and of the.
effect(s) changing trends:MaY have on family responsibilities/roles in the
hOMe.

64. Design/implement val_ ng experiences -which'.pertain to C Ed concepts.

_65 Plan/impleffient-Careir-felated experiences wherein students develop Career-
related experiences where in Students deVelop career research skills._

66. Plan/implement learning activities which involve problem-solving and

.
decision-making skills in relation to C Ed.

Plan/implement group interactibn career-related experierices for developing
skills-required to perform satisfactorily working with others.

68. Plan/implement career-related learning activitieS which develop/ex end
student K-12) psychomotor skills-

69. Planiimplement career-related observation, participation, and on-the-job
learning experiences.

Design-implement caTeeP learning experiences which involve varied interactions
between:School community.personnel/organizations/institutions.

Design/implement C Ed experiences and programs involving varied segments Of
society within the community.



lap/implement C Ed

73. Plan _and work exeriences, which e 'consistent with

p:proalas of the school and the employer, to meet the needs of the 'student

employee, the schOol and the !employer

74. DeNlop learning activites that involve disadvantaged, minority, gifted and

talented, and' handicapped udents in C Ed. ,

.
!

-.7 Utilize reinforcemet -tech_ iques,. in''.taching career awareness, career explora-,
tion, and' career preparatib ''activities related to self concept.: .

76. Utilize Career-Related Group activities to develop the group leadership and

followership potential of st dents.

77. Utilize simulation; rol,eplaying, and- gaming :experienees appropriate for 1

.Career Awareness,- career-Exploratieni and career' preparation activities

78 Uti4ze "hands-on" exper -ce& appropriate for career

79. 'Develop/organizo/utilize a eommunity-resource file.te
, .instruction. -

Identify/involve community personnel elg ior

industry, labor, parents, those in professions wi

in career education teaching-learning experiences.

ucation activiti

develop _car r edujat

,
icitizon$1; those4n'businessi-

:ancioutSide-'oducation)

Educate and involve the total community( through conununications,- models',

media about career ed activities.'

.8. Identify/utilize materials, facilities-, and eRuipment (in and:outside of
.school) necessary. for Career Ed.

-

43. Gather/deverop/utilize/dissethinate career-oriented resourde niaterials hooks

pamphlets, tapes", filmstrips,' ett.) -for .students, teachers ;- and otifir

coMmunity
,

" .

Identify and, proVide

career Ed.

Identify/deseribe the bas c componen.c

evaluation system.

a: rationale for he f,role and

,
46. Establish criteria 'and apply skills- tor evaluating

and- programs in Career education..-

87. Develop skilis needed to utiliie assessment techniques

Career., ed activities

function of evaluation in

a comprehensive career education

esson , units, courses,

,v_

Compare . and' assess/evalu; :e
career education_ experi6,±es

-

Administer, sbore, and ir l:ery

ments forocareer educatio;.

in the evaluation

odify self-evaluation- instruments for use' in

et existing and/or developed .evaluatidn instru-
-,



Develop skills to create self-instructional career education packages.

IdPntify/develop self-evaluation skills for career awareness, career ex lora7

Zion.

.92. Develop/demonstrate,the procedures and skills to assist students (K-.1
'IN ASSESSING THEIR career interests, abilitieS, values, and needs.

93. Identify/design/implement varied objective and subjective evaluation tech-
niques for determining student (K-12) understanding of career awareness,
career exploration, and career preparation activities.

4, Identify techniques to assess performance skils .in career awareness,
careerzexploration and career preparation.

---

Evaluate student performances with instrumentation items -based.upon the
stated,career education goals-and objectives and determine-correlapons
between objectives And -perfOrManees,

96. Utilize =program curricdlum review committeei to evaluate curripulum_gOars
and objectives based upon career development concepts/criteria Appropriate

- ,
.

Jot each grade level'(K-12)
, . ,

:

Identify/design/implement instrumentation utilized to deterMinethe level(s
. .

Of'a-student!s career development ,(K-1,2)._
.,.-- .

.98. Develop/demonstrate methods-for asseasing mill growth in the abilitY to wdrk
with others in varied career education. experiences.

,

Analyze and- utilize-career:education needs assessment data forint
-Planning:

100.% identify/develop needs assessment instrumentation-for career education and
------\-develop-techniquea-neCessarytoimplement-nee4=asseismentinstruments for

, .

:career eddcation-programs planning.-
Collect/analyze/relate employer and student data to -determine the needs of-
both and to plan to Meet those needs.

Collect assess/evaluate print and non-print career education materials/
resources for -students and career-education personnel. .

103. Develdp techniques. for identifying prospective student.choices/plans for
_entry into:specific career preparation (Vocational/technical) classes.

-Evaluate career edueation.as,an integral Part of eduCation.

105. Id ntifY techniques:and evaluation designs fo
curriculum and programs. r

evaluating career-orientated



AN:INTRODUCTION:TO CAREER EDUCATION: A Policy Paper of the U.S. Office of 7

Bducation Kenneth B. Hoyt, Director., Office of Career Education. U.S. Dept.

of Health, Education and Welfare, Publication No.. (OE) 75-00504. Washington,'D.C.,

-; 1975.: --

CAREER EDUCATION COMPETENCIES

All clasireem

-.Devise and/or,locate methods and materials designed-
to help'opupils understand and apprebiate.tbe career
implications of,the subject matter being taught-.

Utilize career-oriented methods and materials in the
instruetional program- where apprel,riate as one

_

means of-educational m6tivation.

Help pupils-acquire and utilizegood, work habits.

Help Pupils deVelop;clarify, and assimilate. personally .

meaningful- sets of-work values.

Integrate, to the fullest extent possible, the programmatic
assumptions of eareer education-into-their instructional'
activities and teadher-pupil relationships.

- _.
Some-teachers; in addition, will.be charged h:.

fl

6. Providing Studenti With specific;vocational competencies

.

at a level that-will enatae them to .gain entry into th2 -.-
occupational society. -

-.7410:ping-students-acquire job-seekipg-anO_Job-ttting.skins;

'Participating in the Job-placement process,

Helping studtnts-acquire_deciSion.rliaking skills;

The busines_-labor-industry community will:

10. Provide obSerVational,.work experience, and,workstudy
opportunities for students and for those whe educate
students (teachers, counselors, and school administrators

_

Serve as career development reseurce personnel.for teachers,
counselors, and students-.

r

--Participate in part-teim and.full- ime job placerent
programs.



_
13. Participate actively and pOsitively in programa

reduce worker alienation...,designed to

Participate in career education-policy formUlation.

Counseling and guidance peraonnel will;

Help.classroOM teachers impleMent career educat on
in the,claaarbom.

16. Serve,-utually with Otherreducationalpers -nel,,as
liaiaon between,the school And the business7 -dustry-
:labor Community..:

17. Serve,,usually,with Other educational.personnel,
implementing carper educatien concepts within the:,
'home-a.nd family structure..'

8. Help students in the total career development process,
T1udflthriaInp1mrn-1tat-1ono=f c are e-r-d.eL .

19.-::Participate.in part-time'and full-time job placement
programs and in follow-pp 5J:tidies of £ullIILr students.

E-- ThehOme=and=familyjMembers .ith whom pupils.reside will:
,

20. Help pupila acqUire:and,practice good work habits,

Emphasize development of positiv werk values and
attitudes toward work.

22. Maximize, to the fullest-extent possible, career develop-
ment options And opportunities for themselves'and for
_their children.

Educational administrators and school hoards will:

23. Emphasize career education.as a priority goal.

24. Provide leadership and direction to the career 'education

program.-

25. Involve.the widest.possihle community participation in
_

career education policy decision.making.

26. -Provide the time, materials, and finances-required for:
implementingJhe-career. education program.

Initiate curriculum revision deaigned to in
academic, general, and vbdational education
set of-educational opportunities available



-336 -

'IiiiPROVE INSTRUCTIONAL CAPABILITIES OF. PART TIME VOCATIONAL EDUCATION CALL STAFF,
. FINAL-REPORT. University o' Wisconsin--:Stout,,Menomonle, Wrsccsirenter
for VocationalTechnical and Adult Education, September, 1974. ED 112-263, .-

.-

CE 005289.

'TOOLS.TOR TEACHING

As. instructors, we mnst-learn:

1. 'To prepare and presefit a lesSon.

2. To use correct teaching methods

To use indiVidual and group- instruction as
-methods ef instruction..-

To learn\the art of oral questioning- in teaching.

-To use the blackboard, instruction sheets and.
:=other teaching aids.--

. -TO recOgniiethe Importance.Of.personal qualities
6f an instructor,'

.To recognize'and provide for indiVidual
differences' in the grOup

;

. 1

To learn -the responsibilities of the, instructor
as a manager.

,To-check the effectiveness of Our teaching.

346
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APPENDIX F

Sample Career Education Competency Questionnaire

=Note: Six questionnaires Were used in this study;
op P. fnr each persomiel_categary_,

education. All- questionnaires gathered
the- same demographic data ahd-used -the
S-Ole scales ; the 'competencies differed in
each category. The 'questionnaire in this
appendix was, used for elementary school
petsonnel For- specific competencies ,

-in the other questionnaires refer .to the
carper education Competency .lists in Chapter

: Three :



CAREER EDUCATION-COMPETENCY ANALYSIS

The purpose,of this analysis is to- synthesize and validate competenc es\
needed by schoalaystem personnel to implement career-education. This study
an outgrowth of reviews of the literature currently identifyAng.the
needed by career educators at various levels.: We_would like information an
the Importince of each dompetendy,an the list and an indication-of the frequen y-
of actual use of each of the competeficies. This atucly is being_conducted. by
the- Department of Business and Career EdUdation at-,BastiA-Univerdity, under- the
auspices,of the National)iSsociation for Career EdUcation\_ , . /

-Thefoilawing list represents a synthesis-of- comPetencies derived from-
prior research. Since your current career education activities are at thiS
level, we are asking for'yaur help in validating this list. We appreciate your .
caaperation and ygl-d-pitLtthankou'-for-takf.nthe,timetom_
thia questionnaire. NOM: .I am filling.out this statement of mY own free will
and I understand that my naMe will not_be .used in the final--reporting oflthis
data and that Only -group data reported. I'Understand that-the 4nal.
results,of this study will _be made avaiLable_to_me_i_fpr ame4and
address on the lines below:

ADDRESS':

PLEASE RETURN TBIS'QUESTIONNAIRE TO.THE NACE BOOTH
-Joyce Malyn-Smith
Department of Business and Career.Education
Boston University:.
765 Commonwealth-AvenUe, Room 1510
Boaton -Massachusetts 02215

PLEASE COMPLETE THE FOLLOWING DEMOGRAPHIC. DATA:

Whatls the scope, of the .career education:program inwhich you are cu antly
involved?

none by myself expanded part af K-12 5-946-12 9-12-higher business
guidance occ/va ed. industry
-program ed- gcaPt.

In what region of the country are you currently'employed?

- --
,northea-st, south middle atlantic midwest southwest

your-)ab title?

guidasde ,work/study career ed ocd/vo career'ed acd/vo ed
coop.coora coora. coord. .director director.

asst.- pr_n-ipal .asst. uperinr
principal .Suptdent tenaent educator (pIease- indicate

-

teacher-- other

.Your current degree -status?

tad+ CAGS CAGS+ "EdD.

PhD

3 4 8



Year of most recent'degree:
prior to ,60-64: 65-69 70-72 7376
1960

Number of years of teaching experience:
0-2 3-5. 640 11-15 16-20 20+.

Number of year experienc e in business-industry-labor, civil servie _full-time
equivalentY

4.0-1.234. 3 , ET-1- 9-12
-__
12+

.s

How long have you personally been involved n implementing careeducatiOn
in your school districtr'

4 rs. 5 s. :6-8 s.

_ _ch-follows-alt-ex=each-ccimpetency-statement, aa
CIRCLE the NUMBER of thd written descriptio,n which Most closely matches'
your ppint of view. Note that we want you to rateCOmpetencies.by.
importd-,c aud%frequency of use and'a column titled "not familiar
with topic" has been pro'AJed.

IMPORTANCE ,

critical
important
somewhat important

2. of little importance'
Of" no .value

1

FREQUENCY
performed daily

4. lIerformed regularly
3. performed on occasion
2. mit perfordied

performed by someone else
in program
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CURRICULUM DEVELOPMENT
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-.Assist in writing general career education
programobjectives', \

1

I..

Write spec fic,career educat on per o -ance
,

objectives for cOrriculum On ts.

4 3 2 I NP 5 4

Identify, evalUate and use aPpropriate commercial
materials designed to help pupils perceive.the
career implications of the subject matter-taught

,

4

\

I

---

NF

-
Review and evaluate career education-curricula

'.designed -and developed by other schodIS
,

\
5 \ 4 2 1

\

NF 5 4

-Develop teacher-produted materials designed to
'help pupils-perceive the career implications of
the subject matter taught.

-4 NF 4

Design and develop facility modifications to ,
': \

,-5 47 NF
.

-optimize career leaining environments such as
caraer corners, activity.centers, bulletin.boards
etc._

5-4

Assist in the development,and procurement o
Materi li for a pahool-wide career,resouroe center

,

4 \ 3 2 1

!

L

IP 5 4

Infuse_"hands-on" action-oriented) experiences ,.-..-

. in the curriculum to4relate-academie-sUbject
learnings to the world of work.,

-,.., - ,....

, NF 5 Ii-

Engage in interdisciplinary experiences'integrating
academit learnings to iacreape career awareness
,and-explore-basic skills. '

4 3 ,2. NP 4

. Integràteacadernic and oeCupational information
the curricialuM through activity centers and/or 5 4 _ 2 1 NF

.J.

5 4 3 2 '

nnits instruction .

WorkLw:th guidance staff to implement_and!,improve
the-career awareness adeor.exploration Program

,

, NP 4,. 3 2

:

Eng ge in elassroo -oriented research towalidate
and measure the effectiVeness of the career educe-
ion activities

, .

5 4



CAREER DEVELOPMENT - MATURITY .

-_34

-c-Help: students develop positive -attitudes toward
themselves, others4- work and those who work to.-:
build personally meaningful sets of work values

Provide stu_ent a _ eness ,eX-Perienoes stressing
,

present: capabilities and interests

4-1

a 0

4

Help students- develop self-confidence in tbeir
to fulfill task respansibilities and .

improVe selftesteem -

Help students- with personal ahd social problems
.

that hinder self-aWareness

A -
=Relate the value of basic skills ac4uisition
mecessary -folamdation. for TutUre aCcupations.

_4

NF

4

4

aS

identUr =for

stucents to use 4in assessing their intereseS,
attitudes and aptitudeS relating-to gateer decision

4 NF, 3 4

Develop experiehces which 'will avoid occupational.
itereotypes including glamorous occupations and
sex-iole stereotypes

COMUNITY_ RELATED

NF

-2 , NF

-'CondU career-oriented eld tri 7
4 NF 4

.1ntegraL life experiences of teachers, students,
parents ancrLresource peopie in the classroore-
instruction to provide new models of behavior .and
work roles

nvolve.parents in students ca eer development

Identify ,and- utilize res'ohrces and/or- services
.

, available:from- the- community for: enriching the
'-career awireness -and/or exploration program

. 4 _2i

4

F_

NF

NF 4



3

sur. DEVELOPMENT

2

Becrimeengaged in experienceswhiCh will
pourself with the implications

yoUr subjectmetter to career education

articipate career education in-service
training

Expand-your wdrld of work experiences to-promote
a broader experiential base-for teachers in
-implementing career educa_tion

Increase-y(3dr interpersonal skills in working
with"a broad spectrum of individUals -both within
the school arld throughout the community

.0
,-1

1-1-4

ta.

14-
0

.e

V
0.

C
0

4

4 NF-

NF

5 4- 3

OCCUPATIONAL-INFORMATION AND ACTIVITIES

_Identify technical competencies and-gederarski
, needed for entry intg occupations NF

4

Relate what students learn -a particular
-subject" area_to futireedueation ard occupat

_

alternatives, work and living

Direct, students in obtaining'information on
nianpower,from the local, atate employment
ser-ki ices

nal

Provide library and research skills for obtaining
cireer, oCcupational and-edUcational,informatAon
from suarcentralized sources as the DOT and
through apecific methods such as'-writing letters
to eTployers

OPHY

Explain to students 'et al
program
Desert e the total Career education program,-sta
the.goals within your-sdhool distriand identi y
Iroldr.-..role within the total-Olaq

the career education

Foster a climate of coopera ion among the faculty
to.proYide broader experiences.for the students,

4'

NF

NE

2

4 2 1 NE'
/t.

NF

NF

-5 4,

5
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